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Distribution by air may seem to cost more 


...until you look at the bottom line. 


What really counts to any businessman is the 
net profit ... the bottom line. 


And the cost of a distribution system 
keyed to air shipment may actually be 5 
to 10% lower than systems using initially 
cheaper means of transportation. 


The fact is that shipments by United Air 
Lines jet freight now move so fast ...to so 
many cities... that you can deliver the same 
day direct from the factory, even coast to 


coast. Transportation by United air freig 
can eliminate your need for branch warehouses 
thus saving warehousing and inventory cost 


The results—savings—show up where i 
most important ... on the bottom line. 


To find out how you can profit from tl 
new concept, call your local United Sal 
Office or write United Air Lines, Cargo Sal 
Division, Department M101, 36 S. Waba 
Avenue, Chicago 8, Illinois. 
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These booklets may 
help solve your company’s 
growth problems 


he successful company today meets 
Any complex money problems—prob- 
ms that call for professional help. The 
Ip is yours in these five new booklets, 
» to date and authoritative, from the 
oenix Mutual Life Insurance Com- 


i these booklets—or all of them. Just 
ip the coupon below and check the 
poklet you are interested in. Phoenix 
{utual will mail your copy, without cost 
‘ obligation. Don’t delay. 


SPLIT DOLLAR. How progressive manage- 
ment can provide generous benefits to se- 
lected employees at minimum cost to the 
business. 


KEY MEN. How a growing business can avoid 
the financial hardships caused by the loss of 
key employees. 


ROFIT SHARING. A simple explanation of PENSION PLANS. A 30-page booklet which 
ne of today’s most popular methods for tells in layman’s language how to install and 
anagement and employees to share in the provide the funds for an employee pension 


wards of successful business. 


PHOENIX 
MUTUAL 


Business Insurance Plans 


OVER 100 YEARS OF LIFE INSURANCE 
PROTECTION FOR BUSINESS AND FAMILIES 


JANUARY 1961 


DEFERRED COMPENSATION. How mod- 
ern businesses are solving the financial prob- 
lems of key executives through deferred com- 
pensation. 


plan. 


Phoenix Mutual Life Insurance Co., 364 Elm Street, Hartford 15, Conn. 
Please send me without charge the new booklets I have checked below. 


[] KEY MEN [] SPLIT DOLLAR [_] PROFIT SHARING [_] PENSION PLANS [_] DEFERRED COMPENSATION 


Name 


Business Address 
City State 
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How-to stop your job arom killin® yOu este ne hows > ee 


Tension can kill you. But this doctor says you can beat tension—without exercise. 
His surprising prescription: relax and enjoy the pleasures of the good life. 


How to double or triple your reading speed ................... soe ss ele enn 


This third of a five-part series tells how to master the technique of pre-reading— 
an important step in pulling key facts out of complicated material. 


An offbeat hiring method that captured 30 top men at $333 a head ........... At 


With a unique hiring method, one firm snared 30 top engineers in just two months 
at a phenomenally low cost. This case history shows how the method works. 


Bhercasevor the.vanisitine Cesky essai meena ane yee eee ; 


One of these executives works best without a desk. The other wants his desk area 
kept private. Here’s why both believe in keeping the desk out of the office. 


Brow toceope, with Corporate GYvirie qt: kainn agi Maeyan ean = aun Jes See Ae 


This year your firm will get a carload of requests for donations. Here’s how to 
handle them, sidestep the problems involved, and how and when to say “no.” 


Four ways to pay overtime for salaried people 


Serious morale problems can result when hourly workers on overtime earn more 
than their bosses. Here are four ways to pay salaried people for overtime. 


Better ways to measure executive performance au .... 9. 2eme eee 64 


No executive does his best work if he isn’t told how he’s doing. Here are the meth- 
ods alert firms use to measure executive performance, based on new research. 
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oming next month 


How would your company’s man- 
gement survive a cold minded ap- 
raisal by an experienced commer- 
ial banker? What insights of your 
anagement strengths and weak- 
esses would he have that you don’t 
have? What quick tests would he 
apply to your management? What 
benchmarks would he use? 

You will have the answers to 
these questions in next month’s is- 
sue of MANAGEMENT MeErTHops. A 
carefully reasoned article shows you 
how to use six methods the bankers 
use to rate a management. It gives 
ae dramatic case histories from 
the files of an experienced lender. 
Watch for the article, “Six bench- 
marks that reveal bad manage- 
ment.” 


Subscriptions 


In United States and Possessions, one year $5.00; 
two years $9.00. Canada and Mexico one year 
$6.00. Foreign subscriptions $10.00. Single copies 
$.75. When possible, back issues or tearsheets of 
articles will be provided. Enclose $1.00 for each 
back issue and $.50 for each back article re- 
quested, to cover costs of handling. Make checks 
payable to Management Magazines, Inc. 


Change of address 


To insure continuous service, send your new ad- 
dress (and moving date) 45 days before moving. 
Include old address as it appeared on previous 
issues (if possible send label from magazine). 
Do not depend on the post office to forward 
either the change of address or your magazine. 
Management Methods is a registered trademark. 
® Registered trademark. 
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Need Water to Expand ? 


Put Your New Plant by 


this Full-Flowing River 
in the Southeast Coastal 6! 


Looking for a large-acreage plant site with a water reserve 
for future expansion? Then look over this 1100-acre Flint 
River site between Albany and Camilla in growing south- 
west Georgia. 

An average of over 4 billion gallons of water flow past 
the site daily (minimum recorded flowage: 517 million 
gallons). Adjacent to U. S. Highway 19 and convenient to 
a nearby Coast Line mainline track, this partly wooded, 
partly cleared tract is just 20 miles south of Albany (pop. 
31,155); seven miles north of Camilla (pop. 3,745); and 
only a short hop to both Alabama and Florida. Ample 
electrical power; estimated 3,000 workers available; mod- 
erate climate. Friendly community with good schools and 
recreational facilities—lots of room for relaxed living. 

Ask for details on this and other choice river sites 
now available in the Coastal 6. No obligation; just 
write, wire or phone Coast Line’s industrial 
development specialists. All inquiries held 
in confidence. 


...serving the Southeast Coastal 6 


Direct Inquiries to: 
R. P. JOBB 

Assistant Vice-President 
Department M-11 

Atlantic Coast Line Railroad 
Jacksonville, Fla. oe 


“More 
protitable 
AAYS 


and 
evenings. 
too. 


A New York State businessman finds his rewards around the clock. On the job he’s stimulated by an atmosphere charge 
with success. He’s working in the nation’s most favorable business climate . . . created by Governor Rockefeller a 

his “hard-hat” administration. m The businessman can also gratify his cultural and entertainment interests, not on 
in New York City, but all over the state. In Manhattan alone, he has the choice of concerts, operas, plays on Broac 
way and off . . . many featuring world-famous artists. m Lincoln Center, America’s “Culture Center,” is schedule 
for a 1961 opening. m Further opportunities to divert his mind or give it a fresh point of view range from catching t 

latest headline act at a smart supper club to taking a course in oil painting, a foreign language or advanced electronic 


We'll compile a report tailored to your specific new plant needs. Write Commissioner Keith S. McHugh, Dept. of Con 
merce, Room 257, 112 State St., Albany 7, N. Y. (All contact between your office and ours will be kept under our hat 


GET UP TO DATE ON NEW YORK STATE...WHER 
THE Y°RE TALKING THE BUSINESSMAN’S LANGUAG 
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NNOUNCING! 


or readers of MANAGEMENT METHODS 


‘PERSONNEL PRACTICES” 


A previous announcement of this remarkable loose-leaf Service brought responses from com- 
panies large and small, in every State in the Union and almost every country in the world. 


Mailing the coupon, below, entails no obligation but it may lead to a new, higher level 
of profits in your business. We invite you to mail the coupon today. 


? ‘ oe Be Ba 
How does it happen that some businesses are 


ble to maintain employee relations at peak level? 
What has been responsible for the vast gain in 
mployee cooperation in these companies, the re- 
duction in costs, the rise in productivity and profits? 
You’ll find the answer—and with it the methods 
you can apply to get these benefits for your business 


REASONS WHY YOU SHOULD HAVE 
PERSONNEL PRACTICES 


It gives you a continuous flow of tested ideas— 
ideas that have been proved by successful companies. 


. It gives you virtually foolproof procedures to follow 
in hiring employees. 


—ina great new loose-leaf guide now being released 3. It passes on to you today’s most successful methods 
by Prentice-Hall: PERSONNEL PRACTICES. ns for training employees. 

2 4. It shows how certain companies are scoring close 
Personne! Practices That Build Profits _ to 100% in selecting the right men for promotion. 


BS 
@ 


@ 


5. It tells how the costly problem of absenteeism is 


Spelling out the employee relations methods that half hetngilicked. 


a century of study, research, and experience have shown 
to be most successful, this wholly unique guide can 
literally save you—not days or weeks—but years of 
costly experimenting, headaches, and frustration. 


6. It explains how some of the best run companies are 
handling the difficult problems of discipline and 
grievances. 


7. It shows how changes in working conditions can 
sharply step up production. 


8. It gives you the benefit of hard-won 
experience as to what management 
should tell employees—and what it 
should not. 


9. It presents simple plans that have 
worked wonders in cutting down costly 
employee turnover. 


e how can you most effectively handle such sensi- : 
: ; ; at , oe one ea a 10. It gives you the printed forms that 
tive problems as job training, promotion, disci- PERSONNEL have been found best for hiring, pro- 


line, grievances, job evaluation? motion, termination, merit rating, and 
= c PRACTICES a score more. 


Simply and thoroughly this work guides you to 
the full, detailed answers to such questions as: 


e how can you stimulate your employees’ interest 
in their work? 


e how can you make your personnel practices a 
force for successful employee relations, lower 
turnover, and steadily rising company earnings?’ 


11. It provides the actual wording you can 
use for incorporating the best policies 
clearly and effectively into your own 
company manual. 


MAIL COUPON FOR INFORMATION 


Stanley M. Brown, Vice President 


PRENTICE-HALL, INC. 
Englewood Cliffs, New Jersey 


Please send — without obligation — further information 
on PERSONNEL PRACTICES. 


Bi-weekly Report Bulletins keep your “Personnel Prac- Company 
tices” continuously up-to-date, and bring you the latest 
profit-building developments, ideas and policies. Signed 
Address 


City & State 


PRENTICE-HALL, INC. 


Englewood Cliffs, New Jersey 
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DISCOUNT AMOUNT OF CHECK 


YOUR BUSINESS CAN NOW HAVE: 


Multiple Copies 
without Carbons 


of any kind! 


WHAT IS NCR PAPER? 

NCR Paper looks like ordinary paper 
on both sides. Yet it reproduces im- 
pressions for sharp multiple copies. A 
special process makes this possible— 
without messy carbon coatings under- 
neath, or carbon paper between the 
forms. 


WHY IT SAVES MONEY. 

Although NCR Paper is sometimes 
priced slightly higher than forms with 
carbon, it is less expensive in the long 
run. Reason? NCR Paper saves you 
time. Repeated tests show the average 
clerical worker can do 30% more work 
per day if he uses NCR Paper forms. 


NCR Paper eliminates carbon paper 
collating and disposal. 


NCR PAPER WON'T SMEAR! 

Unlike carbon-backed forms and carbon 
paper, NCR Paper will not smudge or 
smear. What’s more, NCR Paper will 
not soil hands or clothing. 


CREATES COPIES WITH LITTLE EFFORT. 

NCR Paper produces up to 5 copies 
when you use a ball point pen or pencil. 
8 or more copies with your business ma- 
chines or typewriters. 

GIVES GREATER PROTECTION! 


NCR Paper prevents alterations. It can 
not be erased without detection—mak- 


THE NATIONAL CASH REGISTER COMPANY, payton 9, onio 


1039 OFFICES IN 121 COUNTRIES * 77 YEARS OF HELPING BUSINESS SAVE MONEY 
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ing it one of the safest papers available 
for business forms. 


TRY NCR PAPER YOURSELF! 
Call your local printer or forms sup- 
plier. He’ll be glad to give you free 
samples of this money-saving paper. 
Available and ideal for all types of 
multiple copy forms. 
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JIEBOLD OPEN SHELF POWER 
"ILES REDUCE FILING SPACE 
EQUIREMENTS 507%! vou save 


pace, time and money with DIEBOLD Open Shelf 
OWER FILES! Today’s high costs per square foot of office 
Wn space dramatize the need for making most 

production use of floor space you have. 
That’s exactly what you can do with Diebold 
Open Shelf Power Files. With a Diebold 
Open Shelf Power File, you can file the 
contents of seven 4-drawer files in 50% less 
floor space ... can significantly boost filing 


efficiency at the same time, thanks to push- 
button operation! 


Each shelf in the Open , No bottom shelf to » You use the vertical 
Shelf Power File has stoop for. . . no dimension of your 
push-button control... office space with 
a touch of the but- | top shelf to stretch J Diebold Open Shelf 
ton brings required | and strain for! Every | Power Files...you use 
records to reference : all the space you're 
level swiftly, silently, shelf is brought to paying for and use it 


electrically! ideal working height! | more efficiently! 


ee ee ee = ee eee 
Diebold, Incorporated Dept. OE-93 
1 Canton 2, Ohio { 
! Gentlemen: Please send me your illustrated catalog on Diebold 1! 
1 Open Shelf Power Filing without obligation. 
| 

ET ate a et an Ee ND 
(eNeGoOsRspLOER ART ED Ronee ene SU Ue Le eS 
CANTON 2, OHIO 
IN CANADA: DIEBOLD OF CANADA, LTD. NEEDS chara nae “Tie | 
TORONTO leas Cityouae i Beem ces foo} ZonesaeStalesere ten ey 
I 010-1346 | 
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when the occasion calls for MOVING. 


Cal 


Whether you’re moving bulky electronic devices or price- 
less works of art, you'll find it safer, easier, more con- 
venient via United’s modern ‘‘Safe-Guard” service. 
From nation-wide exhibit tours to “tight-schedule” 
deliveries of office equipment, United gears its service to 
your requirements. Spacious, specially-designed vans take 
tough-to-handle shipments in stride...including the 


YOUR SHIPMENT 


NEW TANDEM WHEEL ALIGNMENT 
Provides valuable inches between 
wheel boxes . . . more usable load- 
ing area than standard vans. 


NEW EXTRA-WIDE SIDE DOORS 


A full 72 inches, permit easy, 
one-piece loading of large items. 


LOADS EASIER... TRAVELS SAFER 


R YOUR FREE COPY OF United's “SAFE-GUARD” M 


United Van Lines 


INTERNATIONAL HEADQUARTERS, ST. LOUIS 17, MISSOURI 
MOVING WITH CARE EVERYWHERE «e 


United Van Lines 


loading of large units—in one piece—without costly dis- 
mantling. And because crating is not needed on most 
““Safe-Guard”’ shipments, there’s an extra saving in time 
and expense. 

For ‘‘Pre-Planned”’, straight-through service in exclu- 
sive Sanitized* vans, call your United Agent today. He’s 
listed under “MOVERS” in the Yellow Pages. 


IN A United “SAFE-GUARD” VAN 


_ SAFE [- LOADED 
Aeroquip — 
CARGO CONTROL SYSTEM, 


NEW REMOVABLE 
DOCK-HIGH FLOOR 


Eliminates hoisting, provides 264 
sq. ft. of clear, unobstructed load- 
ing space. 


NEW LOAD STABILIZERS 

Hold your shipment securely in 
place, prevent shifting or jarring 
enroute. 


BROCHURE, WRITE: 


* REG. U.S. PAT. OFF. 


(Circle number 121 for more information) 


MANAGEMENT METHO 


’ 
ynyestee (rede 
ow 


w 


Muse : 


NO OTHER COMPUTERS ARE AS FLEXIBLE 
AS THE PHILCO 2000 SERIES 


Assembled to fit your present needs, a Philco 2OOO 


can be updated or expanded to meet your future requirements 


he Philco 2000 is not just a single computer but is an 
extremely flexible system of interchangeable functional 
nits. These are completely compatible and can be assem- 
bled into any combination to meet your present require- 

ents. And, your system can be updated or expanded at 
iny time, without reprogramming, simply by adding or 
eplacing these units. For instance, you can replace the 
writhmetic and control unit or the magnetic core memory 
ith faster ones as your requirements change. Only Philco 
rovides such great flexibility. Write today for de- 
ailed information. 


IHILCO CORPORATION * GOVERNMENT AND INDUSTRIAL GROUP | ; i 
OMPUTER DIVISION * 3900 WELSH ROAD * WILLOW GROVE, PA, 4 
= y 


=o Famous for Quality the World Over 


PHILCO 2000—the computers that changed the industry 
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ELECTRIC MOTORS 1/250 TO GOHP @ 
POWER PLANTS UP TO 5000 WATTS 


TRANSFORMERS + REACTORS + SWITCHES 


ELECTRICAL PRODUCT S Tilia CONNECTORS + CAPACITORS * RHEOSTATS 
IN cOoRPORATED 


4937 MANUFACTURING BLVD * TELEPHONE BALOwin 42676 * CENTRAL CITY 62, OHIO 


YOUR ORDER NO INVOICE NO | 


¥ — @ 
= [Two [oav] va 
Seto | 
CUSTOMER'S NO 
| SOLD TO 
| © 
FO 8 SHIPPING POINT ALL CLAIMS FOR DAMAGES OR ERRORS SHOULD BE MADE WITHIN 30 DAYS _ | @ 
ORDER NO =| QUANTITY I ITEM NO. | DESCRIPTION i AMOUNT 


We hereby ceinly thet these goods were produced in compliance wilh all applicable requitements of Sections 6 7 


T 
| 
| 
| 
| 
! 
! 
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NOW ...colorful, : 
Continuous Forms to enhance i 
your corporate image! 5 


Now available from Reynolds & Reynolds, continuous forms to match your 

family of flat forms in colorful design and beauty . . . enhance your corporate 
image . . . work as an advertising and selling tool to favorably represent your 
company and its products . . . in addition to cutting paper work. 


Your experienced Reynolds & Reynolds representative will be happy to 
review your present continuous forms and submit new designs. If you wish, he 
will also introduce Reynolds & Reynolds famous line of flat forms—Unistyle 
stationery and Uniset forms—so that you can obtain your complete, matching 
line of business forms from one source! There’s no obligation for this service. 


ates} 


Write to The Reynolds & Reynolds Company, 
Dayton 1, Ohio, for this 

free booklet “10 Ways To Make Your 
Business Forms Pay Dividends” 


gts 


os 
PNR E 
e Otc. 
2 1 ISA ai 


The Reynolds & Reynolds Company 


DAYTON, OHIO e CELINA, OHIO e DALLAS, TEXAS e LOS ANGELES, CALIFORNIA 
BUSINESS FORMS AND SYSTEMS SINCE 1866 
Also manufacturers of Post-Rite Pegboard Accounting Systems 
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Letters 


WHY ONE VICE PRESIDENT FLIES A COMPANY PLANE 


| 


‘Tll never use my car for business 
again, says Robert O. DuPont, vice 
president of American Greiner Elec- 
tronic Inc., Stamford, Conn. This is 
one comment taken from Mr. Du- 
Pont’s letter to MANAGEMENT METH- 
ops, commenting on the October 
article, “Is now the time for you 
to consider a company plane?” Mr. 
DuPont, who has been flying a little 
over a year, gives several key 
pointers to anyone who is consider- 
ing a company plane. His letter fol- 
lows: 


Sir: In contrast to the firms whose 
problems are discussed in your 
article, we are a very small organi- 
zation. But we have to cover the 
entire United States and Canada. 
I came over from Switzerland three 
years ago and had to set up a serv- 
ice organization for our electronic 
equipment in the watch and clock 
factories. As our contacts are spread 
all over the country, I had to drive 
an average of 70,000 to 80,000 miles 
a year by car, and had to fly an- 
other 50,000 miles by commercial 
airplane. This amount of travel took 
about 250 days with 12 to 14 hours 
a day, just to make the necessary 
distance. I was extremely limited in 
working time and my time for re- 
laxation was nil. As I am already 
51 years old, the decision to make 
all these trips by company airplane 
was not quite easy. But it was a 
necessity. So far, our experiences 
during the first year have been very 
good. During 1960 I could fly the 
same trips in about 650 hours, or 
an average of three hours per work- 
ing day, and with much more time 
left for my creative work. 

We have found that the operat- 
ing expenses indicated by the air- 
plane manufacturers [in your arti- 
cle] are very accurate. 
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I often wonder why nobody talks 
about this problem: the piloting of 
a small airplane for long distance 
and for scheduled trips under all 
weather conditions. People who be- 
lieve in the slogan of the airplane 
manufacturers, “You just drive into 
the sky,” are in for a big disappoint- 
ment as soon as extensive travelling 
is necessary. This might be all right 
for pleasure trips around the home 
airport in good weather. But our 
first try with the smaller plane was 
a disappointment. It was not fast 
enough, it did not have enough 
space for the necessary radio equip- 
ment, and it did not climb high 
enough to cross the Rockies and fly 
over marginal weather. We had to 
purchase a Cessna 210 with an 
average of 180 miles an hour, a 
ceiling of 20,000 feet, retractable 
gear, radio equipment for about 
$5,500, oxygen equipment and so 
on, in order to get the necessary 
performance. This is an investment 
of over $30,000. I still have no glide 
slope receiver and automatic pilot, 
which will cost an extra $3,000. 

The costs of a company pilot, 
with a salary of $10,000 to $12,000 
a year, and 200 days with $20 daily 
for road expenses, would have 
doubled our mileage expenses. As a 
consequence, | had to go into exten- 
sive flight training and I am still 
working on my_ instrument li- 
cense. The necessary studying 
for navigation, radio communica- 
tions, meteorology and the careful 
planning of my trips with the Jep- 
pesen Airway Manuals has taken 
most of my free time during this 
first year of operation. 

I know by now that even the 
extremely good Cessna 210 is not 
the right airplane for solid instru- 
ment flying. I try to avoid flying 
over zero conditions, but this is not 


a call for 
action 


to all companies 
using 10 or more 
business cars 


Investigate fleetcar leasing — the 
Hertz way, described by leading 
companies as “‘the lowest cost sales- 
insurance we ever took out.’ Find 
out how Hertz Fleetcar Leasing 
plans cater to the special needs of 
larger users of business cars. Dis- 
cover how they’re tailored for com- 
panies which best benefit from the 
nation’s most extensive coast-to- 
coast leasing facilities, and from 
operating efficiency perfected over 
30 years. Each “‘10-Plus”’ plan re- 
places your cars with brand-new 
Chevrolets, Corvairs, or other fine 
cars; assumes full responsibility for 
maintenance and repairs; and re- 
duces the many annoying details of 
fleet administration to the writing of 
one budgetable check each month. 
Use coupon below to learn why 
more and more multi-car companies 
agree Hertz Fleetleasing makes the 
best business sense for them. 


“HERTZ 


CAR LEASE 


HERTZ FLEETCAR LEASING, 

Att. H. F. Ryan, V.P. 

The Hertz Corporation, 660 Madison Ave. 
New York 21, N. Y. Dept. C-1. 


Please send me your new fleetcar leasing 
booklet. 
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Model 15-F 
Secretarial Chair 


$DO95 


($31.95 in Zone 2 )* 


Comfort at every turn 


@ Happy is the secretary who works in the comfort of this popular 
Cosco secretarial chair! Just four simple adjustments, made with- 
out tools in less than two minutes, mold it to her individual pro- 
portions. Foam-rubber cushioned saddle-shaped seat. Adjustable 
backrest that curves two ways. All-steel construction, one-piece 
drawn base and rugged upholstery guarantee long service. Trim, 
compatible styling enhances modern office settings. Wide selection 
of decorator fabrics and finishes. A value buy, too, for large instal- 
lations. (Model 15-S available with spring-action backrest.) Dis- 
cover how this and other Cosco chairs can help your office per- 
sonnel feel better and work better. Phone your Cosco dealer now! 


HAMILTON COSCO, INC., Dept. MM-11, COLUMBUS, INDIANA 


Find your Cosco dealer under Office Furniture in yellow pages of phone book. 


A—Model 18-TA Executive 
Chair, $49.95 ($52.45)* 


B—Model 18-T Jr. Executive 
Chair, $44.95 ($47.45)* ® 


€—Model 23-L General Chair, 
$15.95 ($17.95)* 


OFFICE-FASHIONED SEATING 


D—Comparable values in set- 
tees, sofas, chairs, tables. 


* (Zone 2: Texas and 11 western states) 
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always possible when you have } 
maintain a schedule. Also, nig 
flying involves such a calculati 
risk that I try to avoid it. Certain) 
a twin engine plane would be 
solution to this problem, but t} 
mileage expenses, again, would | 
doubled. I can only hope that th 
so-called, “light, light twin,” whic 
is now planned by Cessna, is tl 
answer to my problems. But I w) 
have to go on as it will be « 
additional year or two before w 
can afford to purchase a twin engiti 
plane. Until then, I try to fly as hig 
as possible over the weather 
order to have as much range as pot 
sible just in case that my one an 
only, but very reliable, Continent: 
engine should leave me alone on 
day. 

There is another human facto 
involved in flying. You definitel 
have to like it, or love it, or yo 
had better leave it alone. I do adm 
that during my first flights over an 
around thunderstorms, and durin 
my first experiences with icy cond 
tions and bad visibility, I wa 
frankly scared to death. Most 
that is overcome by now. The trip 
become more and more routin 
the longer I fly my route and be 
come familiar with radio proce 
dures, instrument landing syster 
and approaches, and the more 
gain confidence in my airplane an 
in my own abilities. 

I do not think that I would g 
back on the road, driving 12 to 1] 
hours a day, for any amount ¢ 
money. I am absolutely convince 
that flying has doubled my pr 
ficiency for my firm and myself. 


ROBERT O. DUPONT, VICE PRESIDEN 
AMERICAN GREINER ELECTRONIC, IN! 
STAMFORD, CON] 


E is for error 


Sm: I find it difficult to reconci! 
some of the rather revolutionai 
concepts set forth in the articl 
“How to write better” [MM, No 
60], with the rules and _ standarc 
generally recognized and accepte 
as substantive criteria in this fiel 

It’s particularly difficult for me | 
fully agree with the contention th: 
it is not necessary to unflinching 
stick [your split infinitive, M 
Brawley, not MM’s] to form 
rules. And you suggest that a prep 
sition is a permissible word to er 


MANAGEMENT METHO 


YOUR COMPANY 
TO JOIN WITH US 
IN 
PINELLAS COUNTY 


J “. . ry 


, ee : : 
sk : - - 
Vo Gae Re eet ae P saeek qu ano sNil ee te 
bes BAS, pees ie Per eran: 
: > : i 


Co 
NTINENTAL OPTICAL COMPANy 


il P ILLS 
HER CO 
GALLAG 


Here's one of the few areas in 
America where it is possible to 
attract personnel in every cate- 
gory without difficulty. 

Why? — No executive or em- 
ployee need be more than 15 
minutes away from home and gar- 
den, from fresh and salt water, 
fishing, bathing, boating, water 
skiing ...no more than 15 min- 
utes away from schools, churches, 
shopping centers, recreational 
and social activities. 

All this, plus a favorable busi- 
ness climate...and SUN-sational 
living all year, in this enchanting 
land of flora and fauna. 

Executive decisions, after exten- 
sive site location surveys in many 
areas of the nation, have resulted 
in major companies locating here. 
Their managements will gladly give 
you the result of their findings. 


NOTE: Persons seeking positions 
please write Florida State Employ- 
ment Service, 1004 First Avenue 
North, St. Petersburg. 


BEE BEE TOGS, Inc. 


‘ae hy 


l 5 
9. 
F Zin ee ©. Ine 


BRany 


AND 
EXGInerR ASSOc, A 
RA Ss ATES 
GENE Pee ARCRITECr, 


Clearwater 
Dunedin 
Gulfport 
Indian Rocks 

Largo 

Madeira Beach 
Oldsmar 
Pass-a-Grille Beach 
Pinellas Park 

Safety Harbor 

St. Petersburg 

St. Petersburg Beach 
Tarpon Springs 


For complete information communicate in confidence with: 
GREATER ST. PETERSBURG - CLEARWATER INDUSTRY COUNCIL 
GREATER ST.PETERSBURG CHAMBER OF COMMERCE 
Jack Bryan, Industrial Director / Department M, St. Petersburg, Florida 
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THE CHANGE-OVER PLAN—We take over all of your pres- 
ent truck and maintenance problems, help you reorgan- 
ize your truck facilities and personnel. We supply you 
with new vehicles, engineered and painted to your 
LEASE A NEW exact requirements, or will buy and recondition your 
CHEVROLET present fleet. 
or other fine truck THE ADD-A-TRUCK PLAN—As your business expands, 
and operate it as don’t use vital capital for more trucks, lease new ones 
your own, with no as needed. 
investment, no THE TRUCK RETIREMENT PLAN—As each truck in your fleet 
upkeep, no head- needs replacement, instead of buying a new one, lease 
aches! it. In a few years all your vehicles are leased. 


THE PILOT PLAN—Instead of switching from ownership 
to leasing in all locations, select one location (or divi- 

©1961 NTLS sion) for a “‘pilot’” operation using full-service leased 
trucks, comparing costs and headaches with trucks 
which you still own and maintain. 


LEASE FOR PROFIT —NATIONALEASE full-service truckleasing supplies every- 
thing but the driver. Licensed, insured trucks, engineered and painted to your needs, 
garaged and expertly maintained. ONE invoice, NO worries. Devote your full time, 
ALL your capital to your own business! : 


National know-how; local controls—write for literature. 


NATIONAL TRUCK LEASING SYSTEM 


Serving Principal Cities in the U.S. and Canada 
23 E. JACKSON BLVD., SUITE M-1, CHICAGO 4, ILL. 
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a sentence with! I don’t know whe 
you want to bring such a strang, 
set of rules to be quoted from ow 
of up for! 

And I’m equally disturbed abow 
the grammer. After all, gramma 
is grammar whether you trace it 
not. Even Pogo’s friend, Be 
witched (brother of Bewildered an; 
Bothered) recognized this when he 
incensed at hearing bad gramma: 
said: 

“Do you herd sheep?” Ol Gram 
Mas OvIed mepee: 

My grampa leapt in fright . . 

“THAT GRAMMAR’S WRONG! 
to me he sighed 

“HAVE you heard sheep . . .« ii 
right!” 


JOHN BRAWLE" 
TRANS WORLD AIRLINES, INC 
ST. LOUI 


@ The red-faced proofreader wh 
failed to spot the “e” in grammar i 
being punished with a lunch-hou 
assignment of copying that wore 
correctly 999 times. EDITO! 


Kudo 


Smr: Congratulations on a difficul 
job well done. Your article, “Why 
the big swing to airfreight?” [MM 
Nov 60] is the most lucid and com 
prehensive summary of this impor 
tant subject that I have seen fo 
some time. 

As a recent “convert” to the ten 
ets of air distribution, I can voucl 
for the authenticity of your article 
Air  distribution—airfreight plu 
swift communications, plus im 
proved inventory handling an 
control—can bring a company mam 
benefits. 

Raytheon, with the assistance a 
American Airlines, has used air dis 
tribution this year to cut costs, in 
crease profits, and improve cus 
tomer service. This progress has re 
sulted in a brighter profit picture 
Many firms representing a variety ¢ 
industries have shared our exper 
ence. And, I predict, many other 
will be joining us in the near future 


JOHN T. THOMPSO! 
GENERAL MANAGE 
RAYTHEON COMPAN 
WESTWOOD, MAS: 


MANAGEMENT METHOD 


Take a dash of compactness, lace with new 
improvements, mix in a jigger of economy 
and, as a crowning touch add the photocopy 
liquid you never see! Presto! 


! ELECTRAMATIC 


PHOTOCOPY MACHINE 


Here is the machine that gives you... 
Chemical cartridge loading * No mixing, no 
pouring * You never see the liquid ¢ Triple 
life to photocopy developer « Plug-in 
convenience ¢ The finest photographic 
prints ever « Uniform copies every time 


LOADS LIKE A GUN! 

All you do is place the sealed developer 
cartridge in the PHOTORAPID ELECTRAMATIC, 
turn it on, and start photocopying. Turn it 
off and the developer automatically 

flows back into the cartridge. No mess, 

no fuss, no chemicals left out to slosh 
around and lose potency. 


VERSATILE BEYOND COMPARISON 


The PHOTORAPID ELECTRAMATIC 
skips nothing —copies everything... 
... permanently! 


the dry 


<i 
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Yours for the asking 


FOR FREE COPIES, USE READER SERVICE CARD OR WRITE DIRECT 


Daily time planner for 1961 

Here's a simple aid to help you 
plot and visualize daily activities as 
much as a year in advance. 

A single sheet, folded to file size, 
has spaces for each day to flag ap- 
pointments and trips. Six months’ 
commitments can be viewed at a 
glance. 


For your free 1961 Executive 
Time Planner, designed by Barring- 
ton Associates, Inc., circle number 
255 on the Reader Service Card. 


Filing-in-the round 


How Roto-filing saves space and 
personnel is the subject of a new 
32-page booklet by Wassell Organ- 
ization, Inc. 

The piece includes suggested 


floor plans for filing departments 
and illustrated case histories of effi- 
cient filing installations. 

For your free copy of “Work Or- 
ganizers,” circle number 211 on the 
Reader Service Card. 


Kentucky as a home base 


Industrial opportunities and ad- 
vantages of Kentucky are detailed 
in a new 52-page illustrated book- 
let offered by the Kentucky De- 
partment of Economic Develop- 
ment. 

Assets and facilities described 
include transportation, raw mate- 
rials, manpower, power resources, 
research and financing plans. 


For your free copy of this book- 
let, circle number 221 on _ the 
Reader Service Card. 


Worth paying for... 


Top management handbook . . . The art and science of managing 
based on the experiences and thinking processes of 60 representative 
business leaders. Edited by Dr. H. B. Maynard, 1,248 pages, $17.50. 
Order from McGraw-Hill Book Co., 327 W. 41st St., New York 36. 


Management of the physical distribution function. . . Case sup- 
ported guide on how to cut distribution costs by integrating the entire 
distributing operation. Published by American Management Association, 


200 pages, $5.25. Order direct from the AMA, 1515 Broadway, New 
York 36. 


Trademark selection. . . the management team method. Nine experts 
discuss the legal, marketing, advertising and public relations considera- 
tions in choosing a trademark; 92 pages, $2. Order from the United 
States Trademark Association, 6 East 45 St., New York 17. 


Idea tracking . . . By analyzing the anatomy of creativity, Author 
Frank A. Armstrong shows simply and logically the five basic steps 
necessary for intelligent thinking and problem solving; 146 pages, $4.95. 
Order from Criterion Books, Inc., 6 W. 57th St., New York 19. 
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How to produce a film 


Pointers on how to plan and pro 
duce a business film are given in. 
16-page booklet prepared by G. M 
Basford Co. 

It treats research, script writing 
film and sound production, editin, 
and publicizing. 

For a free copy of this film-mak 
ing guide, circle number 222 oi 
the Reader Service Card. 


WwW 


Space saving furniture 


Multiple furniture arrangement 
are possible with the modular stee 
furniture, attractively styled b 
Bentson Manufacturing Co. . 

The eight-page, four color bre 
chure includes groupings for pr 
vate offices, secretarial stations an 
space saving general office install 
tions. 


For your free copy of Bentson 
booklet, circle number 238 on th 
Reader Service Card. 


Heat cost calculator 


A slide rule provides instant a1 
swers to the number and size ¢ 
heaters necessary for any give 
square footage. 

Savings realized by using The 
mobloc direct fired warm air hea 
ers are also indicated on the di 
vice. 


For this free heat calculate 
write direct to The Wanson Cory 
Charles and Juniata Streets, Let 
istown, Pa. 


MANAGEMENT METHO 


can be YOURS 
a dollar an hour! 


For less than a dollar per working hour, you can pur- 


6.6” =e chase a complete ATF offset department, including: 
| press, camera, darkroom sink, negative layout table, 
DEV. SINK platemaker, and utility table. If you have some 
seldom-used equipment to trade in, chances are you 
CAMERA will need little or no down payment. 


Or you can lease the complete “package’’—or any 
part of it—without trading in any equipment or 
making a down payment. 

Either way, you get brand new equipment—and 
only what you need—on the easiest terms. You can 
pay as you go and make a profit as well. 

Heart of this plan is the ATF Chief 15, the small 
press with the big press features...the press which 
has been chosen by over 1500 professional printers. 
You can see this press and the related “package” 
equipment in operation at your nearest ATF Branch 
Office; or your ATF Representative will supply full 
details, including a folder, ““How to Set Up for Off- 
set,” which outlines various plans and choices of 
equipment. If you prefer, use the coupon below. 


CHIEF 15 


Gul 


ATF Type Faces used in this advertisement: heads, Craw Clarendon; 
text, Bodoni Book; coupon, News Gothic Condensed. 


American Type Founders, Dept, D 

200 Elmora Avenue, Elizabeth, N. J. 

I’m interested in your “Offset Package Plans” on a (] purchase 
0 lease basis. 


Name Title 


American 


Type 
Founders 


(Circle number 122 for more information) 
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Company 


Street and Number 


City Zone State 


(If you have trade-in equipment, list descriptions, models, serial numbers) 


eee ee ce cee ces es es es bes es ee 


Only the Bell System puts all these 


intercom features right at your fingertips 


This is the versatile Call Director... 


...serves your outside and inside needs 


up six-way telephone conferences. 


..gives you maximum intercom flexibility 


Ask our Communications Consultant about it! 


You’re looking at the Call Director 
a versatile, low-cost communicatio: 
system, in one compact unit, that wi 
meet all your external and intern 
communications needs.. 


We said versatile. You reach yo 
key people simply by pushing a butte 
or by dialing just a single digit. Yc 
can hold calls while making other 
add an inside extension to an outsic 
call, set up six-way telephone confe 
ences. A flashing light lets you kno 
if someone tries to reach you whi 
you're talking. The equipment aut 
matically connects you to “busy” i 
side phones when they are free. 
gives you complete intercom privac 


These are flexible features. The 
can be changed as your needs chang 
You can have 18-button or 30-buttc 
models, in a choice of colors. 


We said low-cost. You don’t inve 
a penny of your own capital. Yc 
get expert maintenance—at no ext 
cost. And this one compact install 
tion meets all your needs. No oth 
expense. No excess equipment | 
clutter desks. 


Get complete details from our Cor 
munications Consultant. He knov 
business communications inside-ot 
His experience, based on the Bell Sy 
tem’s 80 years in this field, is you 
for the asking. Just call your B 
Telephone Business Office. No oblig 


tion, of course. 


BELL TELEPHONI 
SYSTEM 


MANAGEMENT METH( 


Do you Know 


the law on 


300d Samaritans 


e they liable for services rendered? 


é question—Is a manufacturer or dealer liable for 
uries caused by mistakes he made in rendering gra- 
tous services or instructions? 


e answer-Yes. Anyone who voluntarily advises or 
wders service to another is responsible for that ad- 
‘e or service. If volunteered advice is inaccurate, or 
atuitous services are poorly performed, the “good 
maritan” may have to pay damages to those in- 
ed by his mistakes. 


ise one—Here is a precedent for the above ruling. 
A wholesaler bought 905 bags of beans. He was to 
y for the beans according to their weight. Public 
ighers, employed and paid by the seller, certified 
at the weight of the beans was 228,380 pounds. When 
> wholesaler attempted to sell the beans, he found 
> actual weight was 216,726 pounds—11,654 pounds 
ort of the certified weight. He sued the weighers for 
lure to perform their services properly, and won. 
For its ruling, the court turned to an old English 
cision governing the liability for voluntary services 
instructions. It states that where one may not be 
ble for the non-performance of an act, he is never- 
sless liable for misperformance “when once he has 
dertaken to perform.” 

“It is the duty of every artificer,” said the court, “to 
ercise his art rightly and truly as he ought. The sur- 
on who unskillfully sets the wounded arm of a child 
liable for his negligence although the father pays 
2 bill. The custodian who is careless in the keeping 
the goods which he received as those of A does not 
cape liability though the deposit may have been 
ide by B. 

“It is ancient learning that one who assumes to act, 
en though gratuitously, may thereby become sub- 
t to the duty of acting carefully.” 


Glanzer v. Shepard, 135 N.E. 275, New York, April 
£1922. 


ase two—The manufacturer of gas conversion burn- 
; gratuitously furnished a four-page pamphlet of in- 
uctions with each unit he sold. Nothing in these 
tructions, however, indicated the open or closed po- 
ion of the pilot cock or the main hand valve. 

After one installation, attempts were made to start 
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Rhode Island’s 

100% 

FINANCING 
PLAN 


For Plant Expansion 
Without Capital 
Investment 


Rhode Island’s unique 100% Lease-Purchase 
Financing Plan has been in operation since Jan- 
uary 1959. During this relatively short period of 
time nearly 11 million dollars in new plant con- 
struction has been approved and guaranteed by the 
State of Rhode Island. 

These plants represent over 1,270,000 square feet 
of new manufacturing space, now either completed 
and in operation or currently under construction. 
This is positive proof that industry management 
considers Rhode Island’s 100% Financing Plan to 
be practical, workable and financially sound. 

We invite your consideration of Rhode Island as 
a location for your new plant or branch operation. 
Excellent sites and building shells are available — 
and of course, Rhode Island’s 100% Financing Plan 


is available to you for immediate expansion. 


Write for new 100% Financing 
Plan booklet and complete details. 


*Names proudly given on request! 


Rhode Island Development Council 


108 Roger Williams Building, 
Hayes Street, Providence, Rhode Island 


(Circle number 146 for more information) 


19 


20 


But, Only the Unique PHH Plan 
Gives You the Right Kind of Control 


Salesmen Ownership— Almost impossible to con- 
trol because of the tendency of manage- 
ment to over allow to meet continuing 
pressure from salesmen for higher allow- 
ances. The PHH Plan eliminates these 
problems to the complete satisfaction of 
both the company and its salesmen. 


Company Ownership— While this plan solves 
many of the problems of salesmen’s owner- 
ship, it presents a whole new set of prob- 
lems in administration and cost control. 
The PHH services provide efficient ad- 
ministration for such a plan and the means 
for controlling its cost. 


Leasing or Rental—While many such plans 
answer the objections to salesmen owner- 
ship or company ownership, they can be 
extremely costly. The PHH Plan enables 
companies to enjoy the advantages of 
leasing and still keep costs to a controlled 
minimum. 


Find out why more than 500 leading companies in 
business and industry are using the PHH Plan to 
good advantage . . . and how our services can bene- 
fit you in your operations. Call or write for full infor- 
mation and a copy of our brochure entitled “A Look 
Into the Peterson, Howell and Heather Car Plan”. 


PETERSON, HOWELL & HEATHER, INC. 


Complete Management Services for 
Salesmen’s Car Plans 


2521 North Charles Street—Department B-7 
Baltimore 18, Maryland 


In Canada—3970 Cote des Neiges Rd., 
Montreal 25, P.Q. 


(Circle number 114 for more information) 


the burner by following the enclosed instructions. 
explosion followed, and one man was killed. 

The court ruled against the manufacturer. It sa 
“Where a manufacturer undertakes by printed instr 
tions to advise of the proper method of using his chi 
tel, he assumes the responsibility of giving accur: 
and adequate information with respect thereto and 
failure in this respect may constitute negligence.” 


Hartmon v. National Heater Co., 60 N.W. 2nd 8t 
Minnesota, Oct. 30, 1953. 


Case three—A 16-foot skiff with four passeng 
aboard was swamped in Biscayne Bay about 500 ya 
off the coast of Florida. A U. S. Coast Guard helicec 
ter was on patrol duty in the area to give aid to bo 
in need of assistance. For air-sea rescue work, it v 
equipped with a cable and hoist. 

When the skiff capsized, the pilot of the helicop 
ordered a crewman with no training in air-sea resc 
work to handle the rescue operation. A cable y 
dropped from the helicopter. The two men from t 
capsized boat struggled to attach the sling of the cal 
to one of the woman victims. Before they had finish: 
the inexperienced seaman began reeling in the cab 
The woman had to hang to the life belt by her han 

Just as her head and shoulders were at the door 
the helicopter, the crewman stopped the hoist. T 


woman lost her grip, fell back into the bay and y 
drowned. Her surviving husband sued the Unit 
States, 

Ruling in his favor, the court said, “The Coast Gu: 
affirmatively took over the rescue mission excludi 
others therefrom and thus not only placed the « 
ceased in a worse peril than when it took charge, | 
negligently brought about her death. 

“It is hornbook law that under such circumstan 
the law imposed an obligation upon everyone who 
tempts to do anything, even gratuitously, for anoth 
not to injure him by the negligent performance of t 
which he has undertaken.” 


U. S. v. Lawter, 219 Fed. 2d 559, Florida, Ma 
Oe1950% 


MANAGEMENT METH‘ 


New! 
Photocopier that 
does everything”! 


Now concentrate all copying jobs in one versatile machine! 
For low cost and high speed—for quality copies and vol- 
ume production—the brand-new PHOTOSTAT 10.14 Photo- 
copier has no equal! It will be the heart of your central 
reproduction operation for years to come! 


Push-button control assures a simple, convenient operation 
—top-notch results every time. Copies colors, solids, half- 
tones, carbons, pencil lines on originals up to 20" x 28". 
Semi-automatic focusing reduces with two simple adjust- 
ments to 50% and enlarges to 110%. The 10.14 delivers 
prints dry, trimmed, ready-to-use. 


Trim, functional lines match the most modern office decor. 


Optional: Microfilm Enlarger produces clear, sharp projection copies from 
microfilm on the spot without darkroom. 


PHOTOSTAT,— the most respected name in graphic reproduction 


EQUIPMENT AND SUPPLIES — MICROFILM e OFFSET « PHOTOCOPY « COPIER 


2A-1-MM 
BiaimM@:.. 2 e ee eeeee Please send details of: 
Of PROCEDURAL MICROFILMING o OFFSET DUPLICATING 
RSLS Sea ean eae oan eer 1 PROJECTION PHOTOCOPYING [] OFFICE COPYING 
Company___—--—__---------------------- === 
“eric gle PHOTOSTAT CORPORATION 
City Zone waa. State wees .2 =2 ROCHESTER 3.N.Y..A SUBSIDIARY OF [tek CORPORATION 
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Snown here: our #1204 executive 
posture chair, Fully adjustable 
for custom-fit comfort. Wide 
trim-line base for stability. 


22, 


JUGGLE OFFICE SPACE WITH ROYAL 


Only Royal gives you such quality, such flexibility, such comfort! 


The unique Royal concept of modular office furnishings gives you 
unusual flexibility in arranging your office space. Comfortable chairs by 
Royal, versatile Arnot Partitionettes* and Modular Desk Components 
—all combine to provide the most efficient use of your present office 
space. Easily installed—just as easy to rearrange. Write for brochure 
that pictures all the styles, all the sizes and colors. Just send a 
card or letter to ROYAL METAL MANUFACTURING COMPANY, Dept. 
4-A, One Park Avenue, New York 16, N. Y. In Canada—Galt, Ontario. 
SHOWROOMS: New York, Chicago, Los Angeles, San Francisco, Seattle, Galt, Ontario 
LICENSEES: France, England, Australia, Venezuela FACTORIES: Plainfield, Conn., Michigan 
City, Ind., Los Angeles, Cal., Warren, Pa., Jamestown, N.Y. Galt and Smiths Falls, Ontario 


(Circle number 148 for more information) 
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RC A announces... 


A New Direction in Lease Plans 


for Electronic Data Processing Equipment 


CA now offers a choice of four new lease plans 
at permit you to rent RCA Electronic Data 
rocessing Equipment, and all the guidance and 
rvice that goes with it, on a basis geared to your 
m particular usage requirements. This major 
parture from customary leasing practice is an- 
her RCA innovation . . . an indication of RCA’s 
sponsiveness to the customer’s needs. 


TERMINE YOUR REQUIREMENTS...CHOOSE YOUR CONTRACT! 


IF YOU REQUIRE ONLY EIGHT HOURS A DAY OF COM- 
> PUTING TIME, RCA offers you a contract at a 
rental which fits your situation precisely ... and 
you may designate the shift you wish to operate. 


the Random Use Contract allows you to schedule 
EDP operations at periods most convenient to you. 
A total of 200 hours of basic use-time per month 
is included in the charges. 


» FOR MAXIMUM ADAPTABILITY TO WORK SCHEDULES, 


full shifts, a basic monthly charge is made. The 
period covered in the contract is 24 hours a day for 
a 5 day week and the operating period can be 
enlarged to provide you with up to 16 additional 
hours per day for the 2 remaining days. 


> FOR EXTENDED USE, where you require up to three 


WHEN YOUR COMPUTER REQUIREMENTS GROW TO 
= THE LEVEL OF THREE-SHIFT DAILY AND WEEKEND USE, 
- RCA’s Unlimited Availability Contract may be 
utilized to provide all this service for a basic monthly 
charge. Use the equipment as much as you want! 


RCA RELIABILITY ... PROTECTS EQUIPMENT PERFORMANCE 
Because of the high degree of reliability built into 
each RCA EDP System, all of the above lease 
agreements include primary shift maintenance of 
the equipment. Since RCA’s Electronic Data Proc- 
essing Systems have this unique built-in reli- 
ability, maintenance and service are kept to a mini- 
mum, you receive the advantage of a more 
attractive rate. Maintenance service beyond the 
primary shift is available at a flat rate per man- 
hour, as needed. 


Take advantage of RCA’s new contract arrange- 
ments to keep your paperwork at a minimum, your 
EDP quality at a maximum! For full details and 
rates, write Electronic Data Processing Division, 
Radio Corporation of America, Camden 2, N.J. 


The Most ‘Trusted Name 
in Electronics 


® RADIO CORPORATION OF AMERICA 


(Circle number 144 for more information) 
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... with new Stan-Pak Run-Rite Pape 


You get them all in Stan-P 
Rite Papers. 


When too much of your duplicating run 
ends up in the wastebasket, it’s time to 
ask questions. Often of the paper. Is it 
unevenly trimmed? Too moist or too 
dry? Does the caliper vary? 

It’s not always easy to tell. But now, 
with new Stan-Pak*Run-Rite* Papers, 
you can reduce your paper waste sub- 
stantially. 

Trouble-Free Running 

Take flatness. We laboratory-test all 
our papers right on the duplicating 
machines they’re made for. Stan-Pak 
Run-Rite Papers come to you flat. Lie 
flat in the machine. And feed flat. 

But really trouble-free running calls 


for many more qualities. Controlled 
moisture to avoid static conditions and 
insure good printability. Accurate trim 
and finish to prevent feeding jams. 
Even caliper, uniform weight and care- 
ful surface sizing to give you sharp, 
clean ink impressions. 


525 Grades, Sizes and Weights 

This brand new line answe 
about every office need in print 
duplicating papers. Under the 
Pak Run-Rite name you'll f 
grade, color and weight you w 
a sensible range of prices to s 
budget. 

Next time you order paper, 
brand that’s made to run 
Through the duplicating mac 
the press. In the typewriter. 

We’re confident you'll spe 
every time. 
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PRACTICAL IDEAS YOU CAN USE RIGHT NOW! 


COST CUTTERS 


KE A BIG BITE 
JT OF SHIPPING COSTS 


TRANSPORTATION COSTS continue 
take a bigger bite out of most 
isiness budgets. You can pare the 
re of this expense if you put a 
thter clamp on shipping proce- 
res. 

Here are some steps Prentice- 
all, Ine. suggests to trim your 
mpany’s transportation costs. 

1, Assign responsibility for all 
»vements of goods to one execu- 
e. 

2. Investigate the possibility of 
oling shipments with other firms 
your area to get reduced rates. 
3. Consider the possible poten- 
] savings of using regional ware- 
uses—your own, leased, or public. 
4. Check competitive rates. 
m’t take it for granted that all 
rriers make the same charges. 

9. Weigh transportation costs 
1en considering suppliers’ bids. A 
ver shipping price may more than 
set the additional cost of a slight- 
higher bid. 

6. Have a monthly report sub- 
tted to you on all premium trans- 
rtation. This will spotlight these 
ded charges. Tell the Sales De- 
rtment that premium transporta- 
n may wipe out all or most of the 
ofit on a shipment. 

7. Check schedules before okay- 
y expedited service. The carrier's 
rmal schedule may be satisfac- 


"y. 
8. Have freight bills audited to 
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insure that the lowest applicable 
rates have been charged, and that 
the proper billing descriptions were 
used. 

9. When placing orders, avoid 
demurrage charges. Freight car- 


loads that cant be unloaded 
promptly amass profit-eating “rent- 
al” fees. 

10. Use the services offered by 
carriers when planning your trans- 
portation program. Sales Depart- 
ments of railroad, bus, airfreight, 
and truck lines are eager to help 
you. 


REWARD WOMEN WORKERS 
WITH A ROSE 


@ TAKE HOME Pay went up 25%, but 
added output pared production 
costs by $58,000 in one year. This 
savings resulted when a novel, al- 
most no-cost idea was adopted in 
an underwear manufacturing plant 
in a small New England town. 

Operators were mainly older 
women on a short shift. Production 
procedures were about to be re- 
vamped and longer hours  insti- 
tuted. Yankee worker resistance to 
the new methods and schedule was 
expected to be considerable. 

The production manager decided 


first to tackle the production line 
with the most potential problems. 
He set new production targets 
there. But first he announced each 
worker would receive a red rose on 
achieving the goal. 

Of course, the rose presentation 
was proceded by training in the 
new methods and informal talks 
about the new setup to gain their 
cooperation. 

Red roses, in this instance, not 
only meant more pay for the work- 
ers but added profits for the com- 


pany. 


PHOTOGRAPH USABLE CONTENTS 
OF YOUR WASTE BASKETS 


@ To DRAMATIZE THE CUMULATIVE 
loss of wasted pennies, Blaw-Knox 
Co. photographed and_ publicized 
the spilled contents of one office 
wastebasket. The usable items in- 
cluded memo paper, an interoffice 
envelope, clips, a pencil and rubber 
bands. 

These “tremendous trifles” have 
a modestly estimated cost of say six 
cents per basket. Multiplied by the 
company’s 2,500 wastebaskets and 
240 annual working days, the dis- 
carded items tallied a tidy loss. In 
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dollars and cents, the house organ 
reminded employees that this is a 
$150 daily waste or a $36,000 annual 
loss. 

If the company were fortunate 
enough to net 4% profit or sales, 
this $36,000 loss would represent 
the profit on an order of $900,000. 

A fraction of a penny lost here 
and there seems trifling. But hun- 
dreds of wasted trifles times thou- 
sands of employees adds up to “tre- 
mendous” thousands of dollars. 
And a penny wasted by Blaw-Knox 
is practically a penny earned for a 
competitor, the B-K News warned 
employees. 


PROFIT MAKERS 


DON'T OVERLOOK 
OBVIOUS BUSINESS RULES 


@ THE Most USEFUL business rules 
are so simple that they go un- 
heeded by many managers. 

For good management at any 
level, Tom Batman, creative di- 
rector of C. J. LaRoche & Co., Inc., 
suggests these rules: 

1. Do one thing at a time. Trying 
to juggle two or three problems si- 
multaneously usually resolves none. 

2. Know the problem. Much time 
can be wasted ferreting out an an- 
swer before clearly defining the 
problem. 

3. Learn to listen. Good ideas 
can come from anyone, anywhere. 
So listen. 

4, Ask questions. Don’t approach 
problems with hard and fast no- 
tions of the solution. Make a point 
to probe if only to double check 
your position. 

5. Accept change as inevitable. 
Every facet of business is subject to 
change—and improvement. Beware 
the pat solution. A rule, good two 
years ago, may no longer be good 
enough today. 

6. Admit your mistakes. Ration- 
alizing is easy and risky. Build on a 
foundation of reality—or you will 
not be building at all. 

7. Be calm. Seasoned judgment 
is seldom the product of frenzy. 
When you depart from calmness, 
you invite confusion and error. 
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8. Use perspective. Failure to 
communicate often arises from 
grimly looking up at a molehill 
when you should be looking down. 


WEIGH QUALITIES 
OF OLDER WORKERS 


@ EMPLOYER ACCEPTANCE of ma- 
ture workers in the over-45 group is 
gaining ground. And for good rea- 
son, a survey of the National Asso- 
ciation of Manufacturers shows. 

Advantages generally character- 
istic of this older group, especially 
in certain jobs, seem to outweigh 
the unfavorable factors. 

Although individuals vary wide- 
ly, certain characteristics have been 
noted by businesses which have 
successfully made use of the serv- 
ices of older people. For instance, 
testing has proved that 40% of work- 
ers over 45—even to the age of 65— 
can outproduce younger workers at 
some jobs. 

Other favorable factors agreed 
on by employers include these 
NAM findings: 


Stability: Older employees have 
a lower quit rate. Some employers 
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have solved high turnover prob- 
lems by turning to more mature 
workers. 

Attendance: People over 50 are 
absent from work less than any 
other group. 

Performance: Patience and thor- 
oughness are common characteris- 
tics of mature workers. 

Experience: The years behind 
the older worker are a part of his 
equipment. 

Safety: Older workers are more 
careful and have the best safety 
records. 

Judgment: Age increases wis- 
dom, and younger workers often 


are “informally supervised” by ; 
sponsible older employees work 
beside them. 

Attitude: Older workers are m 
“possessive” about their jobs, va 
them more, and are less likely ta 
distracted. 

On the other hand, there 
some debits to offset the credit s 
of the ledger for the older work: 

Strength: Muscles and heart 
cline and must not be overtaxed 

Speed: Reflexes are slower <4 
dexterity is less. 

Illness: Illnesses keep older p 
ple out for longer periods. Howe 
they are not absent as often 
younger workers. 

Adaptability: | Resistance 
change may be greater, because 
fears for security. 
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MEASURE EXECUTIVE ABILITY 
AGAINST THIS YARDSTICK 


@ THE stow start of the Six! 
has caused alert companies to) 
a new yardstick when judging c 
didates for management posts. 
Neither a fancy test nor an 
volved technique, the new me 
ure is the answer to a simple qu 
tion: How did the candidate m 
out in the 57-58 recession? 
“Executives who have weathe 
the stress of recession condition 
Robert A. Huttemeyer of The 
dike Deland Associates says, “ 
being sought out by firms that 1 
ognize there may be some air po 
ets in the alleged Soaring Sixti 
To emphasize that this is no 
pessimistic attitude, the consult 
adds this recent comment of E} 
utive Vice President Victor 
Pomper of H. H. Scott, Inc.: “We 
found that executives who | 
tighten up all around when ne 
sary are more adaptable. Such r 
will be more valuable to us wl 
we hit temporary jogs in the c 
tinued boom predicted for the r 
decade.” 
Three points are covered in- 
Huttemeyer’s X-raying of an e: 
utive’s performance in a recess 


1. Was he fired? 
2. Was he promoted or demot 
3. What was his personal | 
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LVowlA low-cost way to 


automate mventory control- 


Keysort Data Processing 


ast, accurate inventory control is at your fingertips 
‘ith low-cost Keysort Data Processing. 

Keysort Data Processing is being used by hundreds of 
usinesses for up-to-the-minute reports on inventory, 
rder and sales analysis, job and labor costing, manage- 
ent control and other vital data. 


Fits any size business 
eysort has many advantages. No restrictive proced- 
res, minimum training, remarkable economy, simplic- 
y of installation and operation. In fact, Keysort is the 
aly automated data processing system flexible enough 
) fit your business as it stands and as it grows. And ata 
st well within your company’s budget. 


Cuts down clerical work 
fith Keysort you use easy-to-handle punched cards— 


mechanically created for rapid sorting and classifica- 
tion. Figures are automatically tabulated, results sum- 
marized direct to reports, giving you the meaningful 
on-time information you need for complete control of 
your business and profits. 


Ask us for case histories 

Your nearby Royal McBee Data Processing Systems 
Representative has had a wealth of experience in solv- 
ing management control problems. Working with you, 
with your systems and procedure experts, he can offer 
helpful advice about a low-cost Keysort system tailored 
to your individual requirements. Call him, or write us 
at Port Chester, N. Y.—indicating the applications in 
which you are interested—and we will be happy to sup- 
ply you with actual case histories from our files. 
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NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 
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formance in the profit squeeze? 

However, he cautioned against 
blanket application of the new 
yardstick. Some excellent men, of 
course, are often let go-for reasons 


completely out of their control. 
“This is just one more assessment 
to bolster interviews, reference 
checks and other tested techniques 
of a_ well-organized executive 
search,’ Mr. Huttenmeyer says. 
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MAKE YOUR VISUALS 
VISIBLE AND VIVID 


@ INADEQUATE VISUAL Arps can hin- 
der and confuse rather than clarify 
your oral presentation. 

To make your visual demonstra- 
tion complement and _ strengthen 
your words, Ralph E. Vogt, super- 
visor of reaction motors publica- 
tions section, Thiokol Chemical 
Corp., gives these pointers on visual 
prop preparation and presentation. 

1. Keep the slide or chart simple. 
Like a highway billboard, it must 
be understood at a glance. A too- 
detailed visual diverts too much 
attention from the audio presenta- 
tion. 

2. Present one idea at a time. 
Show only items specifically men- 
tioned in your talk. 

3. Stick to essentials. Reject all 
unnecessary embellishments. A few 
simple highlights are far more ef- 
fective than many shown and not 
fully grasped. 

4, Avoid lengthy, complicated 
visuals. As a rule of thumb, an ef- 
fective guide requires no more dis- 
play time than one minute. One 
taking more than this is usually too 
complicated and will confuse the 
audience. A crowded illustration 
also limits the size of lettering. 

5. Use key words only. Reading 
full sentences from a slide or chart 
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will annoy listeners. Invariably 
they read ahead of the speaker and 
become bored or confused. 

6. Limit words to about 20 per 
slide or chart. Try to use short 
words. Use adequate spacing. 

7. Limit curves on a graph to 
two or three, well separated and 
clearly defined. Omit symbols and 
data points if not needed for clarity. 

8. On a table, simplify captions 
and, if possible, show round num- 
bers. Don’t exceed six columns and 
10 lines. More columns and lines 
are too unwieldy for rapid assimi- 
lation. 

9. Remember that drawings 
made for other purposes are rarely 
satisfactory for slides. Projection 
imposes definite limits on lettering 
sizes and line weights. 

10. Use color for added impact 
and clarity. 

11. Make your visuals large and 
clear enough to be easily read in 
the last row. 

12. Try surprising your audience 
with one humorous or attention- 
getting slide or picture, with ap- 
propriate comment. 


UTILIZE UNIQUE ASSETS 
OF THE HANDICAPPED 


@ OFTEN A HANDICAP can make a 
person better fitted for certain jobs 
than the physically normal worker. 

Take the case of deaf mutes. At 
Speakman Co., such workers have 
proved especially efficient at noisy 
buffing, polishing and drilling ma- 
chine operations. 

These men are sought out by this 
Wilmington, Del., plant. After 
training, they usually reach full 
production capacity within — six 
months. 

There’s no trouble in communi- 
cating with them since the mutes 
are adept at lip reading. And one 
problem never comes up—too much 
talking on the job. Further, being 
deaf, these workers never are an- 
noyed or their hearing or work 
impaired by the extremely noisy 
surroundings. 

Only one concession is made to 


the handicapped workers. They a 
paid on a base rate rather than ; 
incentive system. This is done 
eliminate any temptation to spe 
beyond a safe rate. 


USE YOUR WIFE 
AS SOUNDING BOARD 


@ PRACTICE YOUR SPEECH on yo 


- wife first so you won't talk over t 


head of a layman audience. 

This is the advice of Thomas } 
Sawyer, Jr., associate professor 
English, University of Michig: 
College of Engineering. 

To make sure your ideas g 
across, Professor Sawyer gives the 
pointers on how to gain listen 
comprehension: 

1. Don’t assume your audien 
knows as much as you do about t! 
subject. Using your wife as a soun 
ing board will pinpoint uncle 
statements. 

2. Tell how you measure the i 
visible or abstract. No matter wh 
your field is, it encompasses certa 
intangibles puzzling to the layma 
Relate these abstracts to physic 
counterparts. 

3. Explain in English—not mat 
ematics or abbreviations. Symbo 
numerals or letters are abstract, n 
readily grasped. Explain your su 


ject in real, sensory terms befo 
you begin to attach symbols to it. 

4. Tell them what youre goi 
to tell them. Alert the listener 
advance what to listen for. 

5. Hammer home points wi 
repetition. If you want your aut 
ence to remember your main ide: 
repeat them at least three or fo 
times at different spots in ya 
speech. 
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Across the nation more and more firms are LEASING 
mporary help through LABOR POOL’S New Leased Personnel Plan 


W their pioneering methods of ‘Go-How’, anticipate and serve the current needs of more and 
re industries by substantial savings in reduced unemployment and workmen compensation costs. 


INE CALL— ONE INVOICE — ONE CHECK 


The rapid rise of overhead in personnel turnover 
is causing deep concern to business management 
everywhere. Now Labor Pool’s New Leased Per- 
sonnel Plan offers a substantial saving in the 
business of supplying temporary help in every 
kind of emergency employee need. Through this 
new plan, management can prepare in advance 
to supplement their minimum workforce when 
emergencies and fluctuating work loads rise. 


LEASED FOR INDUSTRIAL LABOR [ff 


Factory Help ©® Packers ® Yard Men ® Janitors ° 
Car Loaders ®@ 


Stock Men © Lumber Handlers, etc. 


ames A Kimball 
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Whether the need is for one or a hundred or 
more for any period of time — hourly, daily, 
weekly, piece-work or on contract basis, workers 
remain on Labor Pool’s payroll. This alone elimi- 
nates salaries, taxes, bonding insurance, fringe 
benefits and administrative and bookkeeping 
costs. When the emergency is over so is the need 
for your leased personnel. No longer is it neces- 
sary to hire and maintain expensive extra help. 


LEASED FOR OFFICE PERSONNEL 


Typists & Clerks © Bookkeepers ® Switchboard-Recep- 


tionists © Dictaphone Operators ® Key Punch @ 


Comptometer Operators, etc. 


SERVICING INDUSTRY SINCE 1946 


eee Tae es a 
ble ; persons with assurance to p OP ile ” wee sin 
y 4\ ea eh pe Le A I Say ee 
profitable operation. Own fs pS es Vg yn KE? ¥* 
nn business under your exclusive ss ANS ai rae 1 " 
Send complete resume of your- + <, : ai OFFICES IN PRINCIPAL CITIES 
ye confidential. : CS EXECUTIVE OFFICES: 


Dept. MM 6515 STANLEY AVE., BERWYN, ILLINOIS 
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Beauty with “brains” 
in new clutter-proof desk 


Tue new Shaw-Walker Skyline Desk has 
an ingenious arrangement of six clutter-proof* 
drawers that really helps the office worker do 
more—easier ... Makes an amazing improve- 
ment in neatness and efficiency. 


Your Shaw-Walkerman can show you how 
Skyline furniture will bring both new beauty 
and greater work accomplishment to your 
office. You will find him listed in the phone 
book. Or, write for our colorful new brochure, 
“Skyline Clutter-Proof® Desks.” 


GHAW-WALKER 


Largest Exclusive Makers of Office Equipment 
Muskegon 78, Mich. Representatives Everywhere 


— s for pencils, rulers, 
size. (9) In-drawer wastebasket. (6) Cor 


EY COST SO LITTLE—_ 
RDER TODAY! & year’s supply—50 weekly sets 


n plastic envelope to keep them clean and handy. 
9 available in boxes of 500. Ask for Wilson Jones 


, 44-950. 


WILSON 
JONES 


requirements 


You will do right by yourself and stay right with Uncle Sam by keeping 
a complete, accurate record of your 1961 deductible and reimbursed ex- 
penses with GrayLine “Snap-A-Way” Expense Report forms. 


2-part ““Snap-A-Way” form provides quick, accurate record in 
duplicate...with one writing. 


All headlines are there for easy, fast recording. Auditing space on back 
of employer’s copy. Room for expenses not reimbursed, auto and credit- 
card expenses on back of employee’s copy. Complete, time-saving sum- 
maries ready when preparing your tax return in 1962. 

GrayLine “Snap-A-Way” Expense Reports cost you less than 4¢ per 
week. If your stationery dealer cannot supply you, mail coupon. 


209 South Jefferson Street, 


WILSON JONES COMPANY Chicago 6, IHinois 


Please send me a Free sample Expense Report Form and complete 
information about it. 


GGT OS Siice tee tee ee ate nae Be Nak Se ir RR Stree ase 
Our usual office supply source is....--..-----...-. 


PART ONE of a two-part series 


MANAGEMENT METHODS talks with Dr. Peter J. Steincrohn 
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How to stop your job 
from killing you 


‘ension can slowly kill you. But this insidious destroyer of health can be shut 


ut. To protect yourself against it, you don't have to sacrifice the pleasures of the 


‘ood life. In fact, you can lengthen and strengthen your effectiveness as an exec- 


itive by enjoying the natural pleasures your position should offer you. Here is 


he surprising prescription of a doctor who says you're a business failure if you 


st your job steal your health. 


1 You work 50 or more hours a week and spend most 
F your time talking to people. You are critical of your- 
lf and feel you have more to do than you can pos- 
bly accomplish. On top of your job you have per- 
mal worries. You have a lot of paperwork to handle. 
ou smile (outside) and tense up (inside) when people 


rop in without appointments and steal valuable time. 
ou “eat and sleep” business. An hour after your day 


egins you're as wound up as a coiled spring. 


With words like these, Dr. Peter J. Steincrohn de- 
ribes the typical hard-driving executive under pres- 
ie. And he points to the chilling fact that this kind 
pressure, or stress, is slowly killing thousands of 
iealthy” executives. 

Dr. Steincrohn has a tested prescription for blocking 
e forces that undermine executive health. He has 
ritten the first full length popular book on the sub- 
et. 

At age 60, Dr. Steincrohn shows the results of the 
actices he preaches. A hard working man, he is prob- 
ly one of the healthiest, heartiest and happiest men 
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THIS TWO-PART ARTICLE TELLS YOU 


Why you need a winter vacation 
Why you don’t need exercise 

How weighi control can save your life 
How fo stop the-killer, Tension 

How your wife can guard your health 
What a good physical exam includes 
How fo sleep even with worries 

Facts about coffee, smoking, alcohol 
When and how fo retire 


Two danger signals to watch for 
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alive today. Yet he makes few if any sacrifices to pro- 
tect his good health. 
@ He never exercises. He is a proponent of physical 
laziness and shuns all types of exertion that can be 
avoided. 
® He enjoys cigarettes, delights in good wine, and be- 
lieves liquor has value for purposes other than snake- 
bite. 
® He carries a daily workload that would buckle the 
knees of many a younger executive. Evidence: he has 
just published his thirteenth book, he writes a daily 
column carried by over 60 newspapers, he personally 
handles all of the research and the bagloads of mail 
his column involves, and he produces a steady flow of 
articles and other writings on medical subjects. 

Dr. Steincrohn spent 30 years as an internist and 
heart specialist in Hartford, Conn. He built a success- 
ful practice, became chief of medicine at two hospitals, 


consultant at a third. But in 1955 he took his own ao 
vice and removed himself from the firing line befor 
the pressure of his job could undermine his health. H 
moved to Florida to follow his new career as autho 
and columnist. 

His newest book is Mr. Executive: Keep Well, Liv 
Longer (Frederick Fell, Inc., New York, 341 pages 
It provides a practical foundation of knowledge fc 
the executive who considers himself a valuable asse 
to his company, as well as to himself and his famih 
and who wants to protect that asset from a breakdow 
caused by preventable illness. 

MANAGEMENT Mertuops’ editors recently tape-re 
corded a lengthy interview with Dr. Steincrohn. Th 
aim was to obtain some of the highlights of his stud 
of executive health. 

Here are edited segments of the interview transcrip 
You will find his advice easy to take. 


Dr. Steincrohn, how val- 
uable is the luxury of a mid-winter 
vacation? 


A. For the executive under stress, 
it’s no luxury. Executives are flesh 
and blood, not men of steel as they 
often think. They need periods of 
rest, particularly when under pres- 
sure. Forty-eight or 50 weeks is too 
long to wait for a chance to catch 
your breath. 

It’s like driving all day on a long 
trip. The first 350 miles may be 
easy, but you have to fight off 
fatigue for those last 50 miles that 
you force yourself to go. It’s that 
last 50 miles that takes something 
out of you. In the same way, an 
executive who has had a good sum- 
mer vacation probably feels fine 
and can work hard through Sep- 
tember, October, November, De- 
cember. He can slug away in his 
job and feel no undue stress. But 
along comes January, February, 
March, April, and he’s washed out. 
He has to force himself. That’s just 
the time he needs the buildup a 
vacation will give him. That’s just 
the time he needs to relax. 


34. 


Q. Are you suggesting that every 
executive should take a couple of 
weeks off in mid-winter? 

A. It depends on the individual. 
Some people take summer vacations 
through force of habit when they'd 
be better off to save some or all of 
their time for the winter. For many 
executives, summertime brings op- 
portunity for relaxation without 
actually going away for a month. 
But this vacation-like atmosphere 
vanishes after Labor Day. Then the 
rigors of winter set in, and the 
winter weather itself puts an extra 
strain on the human system. 

I’m saying that many executives 
who take summer vacations would 
be well advised to take winter va- 
cations, too. The break from ten- 
sion, the period of rest, the change 
of pace will probably make the 
man a far more effective executive 
than if he plods along for 48 or 50 
weeks without a vacation. 


Q. What about the executive who 
hates to leave his job for more than 
a day or two? 

A. Yes, I've known men who enjoy 
the first three or four days, but then 
theyre itching to get back. That 
kind of man shouldn’t take his va- 
cation in one gulp; it'll do him more 
harm than good—pacing up and 
down, waiting to get back on the 


job, phoning the office and so o1 
He'd be better advised to use h 
vacation time for long weekend 
But generally speaking, [Ti 
strongly in favor of winter vac 
tions. 've known many men to tal 
a winter vacation, whether for wit 
ter sports or just lying on the beac 
and come back with their ey 
opened. “Why didn’t I think of th 
long ago!” they say. You can s¢ 
instantly in their faces that the mi 
winter time-off has erased t 
marks of tension and fatigue. 


Q. Are you in favor of forcing 
man to take a vacation? 


A. Sometimes that’s _necessar 
There are times when a man shou 
be told, “We don’t want to see y¢ 
around here for the next couple | 
weeks.” He should be told to take 
trip away from home and get 
new surroundings. 

I believe company presiden 
could do their companies a gre 
service by not only considerit 
mid-winter vacations for ther 
selves, but also by looking at tl 
men around them, determini 
which of these key men could b 
come more effective in their jobs 
they took some mid-winter tin 
off, then strongly recommending 
these men that they get away f 
a few days. 
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“‘A mid-winter vacation erases 
fension and fatigue—makes 
you feel like working hard.” 


TENSION RELEASE 


0. You've mentioned the tension, 
stress and anxiety that build up in 
m_ executive. What happens _ if 
these aren’t relieved? 

A. We know that a buildup of ten- 
sion is often the forerunner of 
soronary thrombosis, high blood 
yressure, ulcer, diabetes, hyper- 
hyroidism, and many, many other 
yf the so-called degenerative dis- 
eases. Tension, stress and anxiety 
lowly but surely undermine a 
man’s health. Under continued 
train, his weakest link will even- 
ually snap. It may be his heart, 
t may be his. stomach, it may be 
is mind. Unrelieved tension has 
he same kind of eroding power as 
in underground stream that even- 
ually makes the ground above it 
‘ave in. Tension can weaken a man 
o the point where he caves in. 


). Specifically, what are the causes 
f tension in an executive’s job? 

\. The most important thing is 
hat he deals intensely with all 
‘inds of people, all kinds of per- 
onalities. Just this in itself can pro- 
luce a lot of tension. The executive 
as to deal with the happy types, 
he sour types, the gripers, the com- 
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plainers. He has to get along with 
all of them, motivate them, lead 
them, coordinate their work. That’s 
a strenuous job. 

There are other things that cause 
tension, of course. There are the 
uncertainties of business, the com- 
petition (both with other companies 
and with other people within his 
own company), the deadlines and 
the daily race against the clock, the 
seemingly continuous interruptions 
of the telephone, the late hours 
(whether for entertaining or desk 
work) that mean missing an hour 
or two of sleep—these are the kinds 
of things that combine to produce 
tension. 


Q. What can an executive do to 
eliminate tension from his job? 

A. Part of it is simply a matter of 
good management—managing him- 
self and protecting his personal re- 
sources with the same degree of in- 
telligence and care that he uses to 
manage and conserve the resources 
of his company. 

Let’s look at it strictly from the 
point of view of the clock and the 
telephone. 

For most executives, time is too 
short. That’s proven by the brief- 
cases they carry home. They're 
really working around the clock. If 
this is essential, at least they can 


cut corners and find ways to relax 
during the day. 

Many executives start rushing as 
soon as they get up in the morning 
—rushing to get the train, for ex- 
ample—and this sets the pattern for 
anxious rushing all day. One simple 
way to solve this problem is just to 
get up a little earlier. Instead of 
getting up at 7:30, get up at 6:45. 
This allows time for a leisurely 
breakfast, time to get to work with- 
out rushing. You know, once a 
treadmill gets speeded up, it’s hard 
to slow it down. It’s better not to 
let the treadmill get going that fast 
to begin with. 

Another way to eliminate ten- 
sion is to leave some elasticity in 
your schedule. Many executives 
pile one appointment right on top 
of another. The obvious result is 
that when an emergency comes up, 
they find they have to be in two 
places at once and tension ob- 
viously results. Once you get be- 
hind, it’s impossible to catch up and 
the tension mounts. I think execu- 
tives should take a lesson from 
doctors who plan their schedules 
to allow for emergencies. 

Another easy way to block ten- 
sion is to stop answering the phone 
every time someone calls. For many 
years when I was practicing medi- 
cine, I wondered why I was always 
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exhausted at the end of the day. 
Then I realized it was because of 
the telephone. A call would come 
in and I would step out of the 
fluoroscopic room to answer it. Two 
minutes after I had gone back to 
my examination, the phone would 
ring again and I'd go out and take 
the call. Very few of the calls were 
emergencies, so I instructed my 
nurse to tel] all but emergency 
callers that I'd return their calls 
later. I set aside a special period 
of the day for telephoning. I found 
that this took a lot of tension out 
of my work; my telephoning time 
turned into something like a coffee 
break—a period of relaxation which 
I enjoyed. 

I think executives can follow this 
same idea. Instead of having your 
secretary give you most or all calls 
that come in, have her tell all but 
emergency callers that you'll return 
their calls at a certain time. You 
can bunch your calls and answer 
them in a relaxed manner. 


Q. What other ways are there to 
eliminate tension? 

A. Work on the little tensions. Find 
small ways to relax during the day. 
Take a short nap in the afternoon 
if that’s possible; but if it isn’t, you 
can get the same kind of tension 
release by untying or loosening 
your shoelaces, bending over and 
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shaking your hands loosely, and 
taking a half dozen deep breaths to 
to get some extra oxygen into your 
lungs. 

There are other things: take a 
highball before dinner so you don't 
eat with your stomach all bound 
up; cut down on too many ciga- 
rettes; cut corners on time so that 
you can thumb your nose at the 
hands of the clock, instead of hav- 
ing them do it to you. 


Cas 
mee 

C S 
PD 


‘Exercise is unnecessary and 
can be downright dangerous.” 


Q. What about this question of ex- 
ercise? How much is right for a 
normal healthy executive? 


A. I'm an exponent against exer- 
cise, a proponent for laziness. 


Q. You mean, don’t exercise at all? 


A. I say you can be as healthy or 
healthier without exercise as you 
can with it. The secret is to learn 
to relax, and to keep your weight 
down. I believe the man who can 
do that is healthier, generally 
speaking, than the man who runs 
around with golf clubs, tennis rack- 
ets and exercise equipment. He’s 
healthier than the man who rushes 
to the gym during lunch hour, and 
devises every form of throwing his 
arms and legs around. 

You don’t need that unnatural 
exertion to remain healthy. Of 
course, some very prominent doc- 
tors believe in running upstairs, 
bicycle riding, snow shoveling and 
all those things as a means to physi- 
cal health. I believe they are un- 
natural and unnecessary exertions 
—and sometimes disastrous. 

I am particularly against the sup- 
posedly exhilarating vacation vari- 
ety of exercise where a man works 
at a desk for 50 weeks, then crams 
into two weeks as much exercise as 
he can get—36 or 72 holes of golf 
every day or two, tennis, mountain- 
climbing—all the things he thinks 
he is supposed to do on his vaca- 


tion as a means of building health 
It’s ridiculous. He usually return. 
to his job exhausted, and he car 
harm his health. 


Q. Are you saying that exercise i: 
unnecessary, or are you saying tha 
once a man reaches a certain age 
he should be careful in his exer 
cise? 

A. I’m saying both. 

Exercise can be downright dan. 
gerous when done to excess or done 
on a sporadic basis, such as week 
end golfing or tennis playing. Thi: 
is particularly true after 35. 

But even before you consider the 
danger of excessive exercise, con 
sider the fact that it is unnecessary 
to go out of your way to get exer. 
cise. We get enough in our daily 
activities. Regardless of what jol 
you have, if you wore a pedomete: 
you'd find you do a great deal o 
walking every day—perhaps many 
miles, and certainly many blocks 
Think of the exercise you get wher 
you take off your coat, or put or 
your coat. You get exercise wher 
you step out of the shower anc 
rub yourself down with a towel, o: 
when you bend over to put on you: 
socks and tie your shoes. If you ge 
a flat tire, you may not change i 
yourself, but you probably walk a 
least a couple of blocks to fine 
someone to fix it. 

All of this adds up to a consid 
erable amount of exercise. 


Q. Doesn't a reasonable amount 0 
exercise reduce the chance of hear 
attacks? 


A. Many doctors have said s 
lately. Conversely, they say that i 
you don’t exercise, you increas 
your chances of getting a coronary 

I think this is untrue. There is n« 
scientific evidence to support tha 
belief. 

For example, a study was mad 
in Britain concerning the coronar 
thrombosis rate among conductor 
and motormen on London buses. / 
paper based on the study report 
that bus conductors have less coro 
nary disease than do motormen. bh 
the paper, the conclusion is tha 
conductors have less coronary dis 
ease because they are constanth 
on their feet, walking and climbin; 
the stairs to the second level. O: 
the other hand, the motormen jus 
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t and thus, says the report, they 
et more coronary disease because 
ey don’t get enough exercise. 

I think this kind of reasoning is 
mmpletely erroneous. It is at least 
; valid—and probably more so— 
» conclude that motormen are 
ore susceptible to coronary dis- 
use because they are constantly 
ander stress in their job of guiding 
eir buses through hectic, snarled 
ondon traffic, with the added re- 
yonsibility of not hitting anyone. 
think it’s the tension, not the sit- 
ng, that kills more London motor- 
en than London conductors. 


. What about exercise as a means 
f relieving tension? 


. Yes, exercise does relieve ten- 
on. Now understand me; I’m not 
iggesting that people live like 
moebae. I’m not suggesting that 
ne should never exercise. I'm not 
zainst a man playing nine holes of 
olf, but I am against his playing 
5 or 36 holes and then rushing 
ome and being tense about miss- 
ig dinner. ['m not against a man 
owling a string or two, but I’m 
zainst his bowling 10 strings. ’m 
ot against a man of 45 or 50 play- 
ig a little tennis with three other 
ld cronies; but I am against this 
‘low playing singles with his 
enage son, to show him he’s still 
s good as he used to be. 

Normal exercise is fine if you like 
. But if you don't like it, I say 
ont force yourself into it. You can 
ve healthily without it. 


. Are you saying that its a good 
uing to be physically lazy? 

. Correct. I’m in favor of the man 
ho can lie in a hammock without 
etting a twinge of conscience 
hen his friends go by with their 
olf clubs or tennis rackets. I’m for 
1e man who doesn't play follow 
1e leader when it comes to exer- 
ise—who doesn't lift a finger un- 
ecessarily if he doesn’t feel like it. 
m that kind of an individual my- 
lf. That doesn’t mean I was born 
hysically lazy; I wasn’t. I played 
yotball and baseball in college. 
nd I boxed. As a young doctor, I 
ot up at six o’clock three mornings 
week to play golf. ’'m not one of 
1ose fellows who was born with 
hains on and could never move. 
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“The secret of health is to learn to relax 

and to keep your weight down. The man who can do that is 
healthier, generally speaking, than the man who runs around 
with golf clubs and exercise equipment.” 


But then came the mystical age 
of 40. Somewhere around then, I 
shifted gears and became physically 
lazy. I think I’ve played two games 
of golf in the last 15 years. I'd 
rather sit than stand; I'd rather lie 
in a hammock than sit in a rocker. 
Fortunately, I've been well. Tl 
have to live to be 80 to prove my 
theories, but at least ’ve reached 
60 with all my health. I feel grand, 
and it certainly isn’t due to exer- 
cise. 


WEIGHT CONTROL 


“If you do nothing else to 
protect your health, check your 
weight.” 


Q. What can an executive do to 
protect his health and lengthen his 
life? 

A. Proper weight is one of the 
foundations of good health. An 
overweight person is just inviting 
early annihilation. It’s slow suicide. 
It’s as simple as this: if you are 
50% overweight, there’s a 50% 
greater chance of your being dead 
a year from now than if your 
weight is normal. 


Q. Are many executives over- 
weight? 

A. Many are. You hear a lot of 
women worrying about _ their 


weight, but actually the tables 
show there are more men over- 
weight than women. 


Q. What’s the danger of being 
overweight? 

A. The dangers are numerous. If 
an executive is overweight, he is 
more susceptible to arteriosclerosis 


with coronary seizures, angina, 
coronary thrombosis, high blood 
pressure, diabetes, gall bladder dis- 
ease, kidney disease—to name just 
a few. He is even more apt to com- 
mit suicide if he is overweight—for 
what reason I don't know. He’s a 
poorer risk if he’s to be operated on. 

If an executive under tension 
were to do just one thing to protect 
his health, I would recommend that 
he check his weight. If he is over- 
weight, he can increase his chances 
for a long and healthy life by sim- 
ply bringing his weight down. You 
know, there are no more fat man 
jokes; the matter has become 
deadly serious. 


Q. What causes overweight? Is it 
just eating too much? Is it glandu- 
lar? Are our appetites stronger 
than our needs? 


A. The simple fact is that over- 
weight people just pour down too 
many calories. Only rarely is the 
improper functioning of the thyroid 
a contributing factor—despite the 
fact that in the past many people 
used this as their excuse for being 
overweight. Almost always, over- 
weight comes from overeating. 


Q. What about the people who 
can eat and eat and not get fat? 
A. Oh, you mean those people who 
never get fat but almost give you 
an ulcer by downing a couple of 
portions of pie a la mode while 
youre trying to resist doing the 
same! Those people have a way of 
burning it up somehow. They just 
burn it up. 


Q. How do you recommend that 

an overweight executive bring his 

weight down? 

A. It’s very simple. It can be said 

in just four words: the will to lose. 

It means going to bed at night and 
continued on page 80 
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Part 


of a five-part series 


How to double or triple 


your reading speec 


Fear of missing something vital is the main reason most executives waste time by rea 


ing too slowly. They plow through endless verbage searching for facts that could | 


found in a flash if they would only learn to skip and skim. This article tells you how 


skip and skim. Master the technique and youll absorb more information at a faster rat 


read 
while 


ms Can «you 
your morning newspaper 
downing your coffee? 

Can you extract pertinent infor- 
mation from magazines and other 
material without plodding through 
all of the parts that do not relate 
to you or your business? 

Do you feel that you are on top 
of your correspondence, reports 
and other reading—rather than 
snowed under? 

If you can answer yes to these 
questions, it means you are now 
using the technique of pre-reading. 

If not, this article tells you how 
to develop and perfect the pre- 
reading technique. 


Review 

By now you are probably using 
the phrase reading and columnar 
reading techniques described in 
the first two monthly “lessons” in 
this series. If you are still having 
trouble, it may be due to one of 
two things: 
@ You are looking directly at the 
line rather than at the space above 
it. By looking above an object rath- 
er than directly at it, your span of 
vision is greater. Keep your eyes 
focused slightly above the line of 
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print and it will be easier for you 
to see larger phrase groups. 

=™ Possibly you are still afraid of 
losing comprehension and hesitate 
to try phrase reading. This factor 
alone holds back the largest num- 
ber of businessmen who try to learn 
to read faster. The responsibility of 
their position causes men in man- 
agement posts to read slowly and 
carefully; therefore they are more 
reluctant than others to increase 
their reading pace. 

For this reason it is sometimes 
easier to practice with fiction ma- 
terial that is of no real value to you. 
Race across the line with only two 
or three eye fixations per line until 
you grasp phrase reading thorough- 
ly. Gradually carry this same tech- 
nique over to non-fiction material 
that is not of too great importance 
to your work and finally, as your 
confidence increases, apply it to all 
your business reading. Contrary to 
average opinion, your comprehen- 
sion will increase with speed. 


How to pre-read 


Pre-reading is a time saving pre- 
liminary survey of any article, re- 
port or other piece of non-fiction. 
It is a particularly important first 


step in reading complicated a: 
difficult material. By applying tl 
method, you can determine if t 
material is too elementary and sit 
ply repeats what you already kno 
Or it will tell you if it is too a 
vanced, if you must get a bet 
background in the subject befc 
you tackle the article. 

Your pre-reading may indicz 
that the answers to certain of ye 
questions can be found in the a1 
cle, or that a few new and intere 
ing points are raised in an oth 
wise elementary discussion. Unc 
such circumstances you will sa 
time by skimming back through 
the points of interest (more abc 
skimming later on). If a pre-readi 
indicates that the article deserve: 
thorough reading, then you ha 
also saved time by your advane 
sampling of the author’s style, ye 
foreknowledge of the major poi 
to be covered and the conclusic 
to be drawn at first reading. 

The following techniques m 
seem elementary. However, a tt 
application will convince you 
time saved and _ comprehensi 
gained. 


1. Look first at the title, autl 
and date. 
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2. Read rapidly the first two or 
ree paragraphs which almost al- 
vys introduce the subject in a gen- 
al way. 

3. Begin reading only the first 
atence of each paragraph in the 
uin body of the discussion. The 
pic sentence usually expresses the 
uin idea of the paragraph. 

4. Examine pictures, _ tables, 
aphs, charts and drawings which 
fen reveal more at a glance than 
ny pages of print. Note all the 
bheads and bold faced or itali- 
red type, which indicate impor- 
at steps in the discussion. 

» As you read the end of the 
‘icle or report, the first sentences 
the paragraphs will tell when the 
thor is beginning to sum up his 
scussion. Read these summarizing 
ragraphs thoroughly but rapidly. 
Many trade publications clearly 
fine these steps for you by using 
Id faced type, italics or concise 
bheads. As an example, look at 
> article on page 40. 

The title tells you what the arti- 
is about (oftentimes a title can 
misleading) and the brief deck 
Is you concisely what you can 
dect to learn from reading the 
icle. 

At this point you are able to de- 
mine how you will approach the 
terial. A swift pre-reading will 
mplete the analysis. The editors 
ve provided subheads, summary 
es and ample illustrations ena- 
ng you to get a complete over- 
‘w of the entire article in a mat- 
of seconds. 

[f the article warrants a_thor- 
sh reading then pre-reading has 
t been a waste of time (if sec- 
ds are to be considered a waste 
time); you have double insur- 
se of retaining what you read by 
ving read the important facts 
Pe. 
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Parts of newspapers, such as edi- 
torials and book and theater re- 
views, may be pre-read as you pre- 
read articles. News stories, how- 
ever, contain all of the main points 
in the first few paragraphs. Pre- 
read a news story by reading the 


first paragraph thoroughly and 
skimming the second and _ third 
paragraphs rapidly. 

Skimming is not rapid reading; 
it is a substitute for reading. Pre- 
reading will tell you if an article, 
book, etc. should be skipped, 
skimmed or read thoroughly. Skim- 
ming is employed when pre-read- 
ing reveals that you need further 
understanding of the material. Be- 
yond skimming lies thorough read- 
ing if you need complete under- 
standing of a piece of writing. 

When you skim, you may be 
looking for a definite fact or the 
answer to a specific question. On 
the other hand, you may wish to 
grasp quickly the main ideas and 
significant details of a selection. 
Each purpose calls for a separate 
method: 

Skimming for a fact: Let your 
eyes travel down the pege without 
actually reading, stopping only 
twice on each line of print. The 
easiest way to do this is to place a 
pencil down the center of a column 
from top to bottom. Let your eyes 
make two fixations per line of print, 
one on each side of the pencil. As 
you go on to a new column, repeat 
the process. Keep in mind exactly 
what it is you are looking for. As 
you become proficient in this tech- 
nique you will notice that the num- 
ber, name or phrase you want seems 
to stand out on the page. 

Skimming for main ideas: Read 
the first sentences of each paragraph 
and let your eyes swing down the 
remaining portion of each para- 
graph. Names, dates and numbers 


will catch your eye to fill in one or 
two details. You will skim principal- 
ly for main ideas when: 

@ Pre-reading indicates a need for 
further perusal. 

=™ You are too pressed for time to 
read thoroughly. 

=™ You encounter familiar material 
which is too important for your pur- 
poses to skip. 

The decision to skip an entire 
article, chapter or book is based 
upon pre-reading. The decision to 
skip portions is a result of skimming. 
Material should be skipped when 
pre-reading or skimming indicates 
that: 
® You are learning nothing new. 

§ The material is irrelevant to your 
purposes. 

= The material is so highly special- 
ized, it demands a proper back- 
ground to be fully comprehended. 
In this case you should most likely 
enlist the aid of other sources be- 
fore tackling the material at hand. 

Few people use these skills well 
because few people know how to 
skip or skim without risk or fear of 
missing material that they need to 
understand. The person who knows 
how and when to skip and skim will 
save himself many hours of labori- 
ous reading and will obtain a profit- 
able return on his investment of 
time. @ 


A  64-page 
book, which tells you the how, 


do-it-yourself 


what and why of reading im- 
provement with self gauge to 
determine your reading rate, 
is available for $2 from De- 


velopmental Research Institute 
(an affiliate of The Reading 
Order De- 
partment, 500 Fifth Ave., New 
York 36. 
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An offbeat hiring method 
that captured 3O top men 
at $333 a head 


It costs as much as $4,000 to hire one top engineer in tight hiring markets, 
according to general estimates. But Servo Corp. hired 30 such men for just 
$333 a head in less than two months. Its tools were a jig-saw puzzle, an LP 
record and a booklet. You can adapt Servo’s unique method to capture the 


talent you need. This case history shows how the method works. 


Jig-saw puzzles like this were sent to 4,000 carefully selected engineers. 
Total cost of producing the puzzles was just $2,700. 


RESETS Ce 
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mummmmemems «=There are ways 
‘ou can beat your competition in 
he search for top flight talent. 

Follow the example of Servo 
Jorp., an electronics engineering 
nd manufacturing firm in New 
dyde Park, N. Y. In just two short 
nonths, Servo hired 30 top flight 
ngineers in one of the most com- 
yetitive hiring markets in the coun- 
ry. More than that: with its unique 
ipproach, Servo saved about $3,500 
yer man in recruiting costs. 

Here’s what Servo did: 
f Instead of ads, it used direct 
nail. 
# Instead of letters, it sent things. 
f Instead of promises, it offered 
shallenges. 

The method was simple, and 
lightly offbeat. The results were 
lynamic. Here’s how it worked. 


fhe problem 


Servo Corp. has grown fast since 
t was formed 10 years ago. One 
cey to its growth, say company 
fficials, has been the company’s 
echnical advances through imagi- 


native engineering. One out of 
every five employees is a top flight 
engineer. 

Naturally, no company can grow 
without adding personnel. Looking 
to the decades ahead, Servo as- 
sessed its immediate and projected 
manpower needs. It found that 
about 30 new engineers were 
needed right away to build toward 
future growth. 

This was a whopping problem, 
and Servo knew it. Smack in the 
middle of the greater New York 
area, the firm had to buck one of 
the roughest hiring markets in the 
country. Daily, New York papers 
were crammed with appeals from 
big name companies offering engi- 
neers that “opportunity of a life- 
time’ . the chance to “carve a 
career’ ...a real future.” 

Servo needed experienced men. 
But how could it jolt them loose 
from the security of their present 
jobs? How could it beat the appeals 
from the bigger companies? 

There was another problem, too. 
According to general industry esti- 


mates, it costs between $3,000 and 
$5,000 to recruit one top flight engi- 
neer. To get 30 such men, it looked 
like Servo would have to shell out 
between $90,000 and $150,000. 
Frankly, the firm couldn't afford 
any kind of investment like that. 

Servo turned the problem over to 
its advertising, marketing and pub- 
lic relations agency—Smith, Winters, 
Mabuchi, Inc., New York. This 
firm came back with a recruitment 
campaign that netted the 30 top 
grade engineers in just over 60 days, 
and cost Servo Corp. $10,000 or 
$333 per head. 


The solution 


The key to this highly effective 
campaign was direct mail. 

Mailings were sent to the homes 
of 4,000 carefully selected engi- 
neers. The items sent were unique 
in themselves. They consisted of a 
jig-saw puzzle, a hi-fi record and an 
illustrated, “interpreted” profit shar- 
ing plan booklet. Offbeat items? No 
doubt about it. But they worked. 
Before looking at how they were 


These records told the Servo story, and gave engineers a range of test signals 
with which to check their hi-fi systems. Cost to produce 2,000 records: $3,600. 
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used—and why they were so effec- 
tive—let’s examine the results. 


The results 

This campaign resulted in 400 
engineer applicants from the vice 
presidential level on down. That’s 
a 10% return (400 pickups out of 
4,000 contacts)—phenomenal, when 
you consider a 2% direct mail return 
is better than average. Servo picked 
from the “cream” in selecting the 
30 engineers it wanted. The pro- 
gram was completed in two months. 

A second benefit was that this 
campaign yielded an impressive 
file of future recruits. 

An extra dividend was the unex- 
pected word-of-mouth promotion 
Servo got. Because of the unique- 
ness of the recruitment program, 
engineers mentioned it to their 
friends. The result was widespread, 
favorable publicity for Servo. 

How did the method work, step 
by step? Read the following section. 


The method 

Servo knew what kind of engi- 
neers it wanted. It sought working 
electrical and 


electromechanical 


Simply written, illustrated 
booklets gave key facts 
about Servo’s profit shar- 
ing plan. Total production 
and creative costs: $2,- 
700. 
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engineers—senior, junior and assist- 
ant—with from three to nine years 
of experience. 

The next step was obvious. 
Servo had to “sell” itself to these 
men—fast and hard. Using the time- 
tested maxim that you sell best 
when you know the man youre 
selling to, Servo developed a profile 
of a typical engineer in its target 
group. 

To get this profile, Smith, 
Winters, Mabuchi, Inc. consulted 
the roster of one of the professional 
societies embracing the kind of 
engineer Servo wanted. Men who 
had been out of college for at least 
five years were singled out. That's 
because Servo wanted men with 
working experience. Next, a ran- 
dom list of 1,000 names was made 
from all the engineers fitting the 
“five years out of college” specifi- 
cation. Survey questionnaires were 
sent to these men to determine vari- 
ous vital statistics, preferences, 
interests, attitudes and their aspira- 
tions. 

Here’s what the profile revealed. 

The man Servo wanted was be- 
tween 23 and 35 years of age. He 


held a B.S. in engineering scienc 
He was married. He had one or tv 
children. His wife was not er 
ployed outside the home. Althou; 
presently employed, he had le 
one job for his present one. He w 
a member of a technical societ 
He traveled to work by car—eith 
driving alone or as a member of 
car pool. He was not particular 
clothes conscious. He had few ou 
side interests other than sports ar 
miscellaneous hobbies. Most | 
these had some connection with h 
work. The most commonly predom 
nant interest, however, was hi-fi. 
Servo also found that its philo 
ophy toward advancement, as ou 
lined in the companys “Care 
Opportunities Program,” dovetaile 
perfectly with what  enginee 
wanted in way of career progres 
Now Servo knew what its “cu 
tomers,” so to speak, were like. 
could beam a specific appeal ; 
them, tailored to their interests. 


Why direct mail? 


Servo gave Smith, Winters, M. 
buchi, Inc. a $10,000 budget for tl 
recruitment campaign. 
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The advertising-public relations 
agency then reviewed the conven- 
tional recruiting attacks—newspaper 
advertisements, magazines, radio, 
television and billboards. These 
media were weighed in terms of ef- 
fectiveness and cost. Budget limita- 
tions, plus the plethora of the same 
orthodox competitive use of these 
media, dictated the need for a dif- 
ferent approach. 

The agency’s first decision was to 
concentrate recruitment efforts lo- 
cally. There were three reasons for 
this decision. 

1. The agency knew there was a 
great pool of technical talent within 
a 30-mile radius of Servo’s Long 
Island plant. 

2. Time was short. Servo needed 
its 30 new engineers within two 
months. 

3. Money was limited. There 
simply was not enough for a wide- 
spread campaign. 

In view of the nature of the prob- 
lem, and the limitation of money, 
direct mail was chosen to carry the 
attack. But the approach would 
have to be attention-getting. It 
would have to create impact and a 
favorable impression on the engi- 
neer family group. 


What would appeal most? 


The most effective appeals are 
aimed at a man’s natural interests. 
Therefore, the agency built its cam- 
paign around the profile findings— 
the engineer’s leisure time inter- 
ests, what he expects to find in a 
job, and the fact that he is a fam- 
ily man with children. 

The direct mail campaign was 
launched about a month before the 
national elections. Hooking up with 
the election theme to capture atten- 
tion, the first item—a jig-saw puzzle 
—was sent in a large white en- 
velope that read: “You are our can- 
didate.” It was not otherwise iden- 
tified as a Servo mailing. 

Here are the three major items in 
Servo’s campaign—and the reasons 
why they were used. 

Jig-saw puzzle. Servo knew that its 
prospects had one or more children. 
It was guessed that the engineer's 
children would give the puzzle a 
long home life. When assembled, 
the puzzle was designed to appeal 
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to the engineer’s personal and fam- 
ily interests. It showed a young en- 
gineer in a polling booth about to 
press down one of the voting levers. 
A headline urged him to “study this 
platform before you cast your vote 
for your engineering future.” 

Directly below, Servo’s “plat- 
form”—an outline of its Career Op- 
portunities Program—was listed: 

1. Attainment of self realization 
and pride of accomplishment as a 
member of a dynamic young com- 
pany that is really going places. 

2. Achievement of increased tech- 
nical proficiency in jobs that chal- 
lenge your interest and aptitudes. 

3. Opportunity for greater re- 
sponsibility through regular prog- 
ress reviews and promotion to 
positions on supervisory and man- 
agement levels. 


4, Assurance of permanence and 
security .. . through profit sharing 
and stock option plans. 


5. Recognition and encourage- 
ment of individual initiative while 
working on advanced engineering 
problems in 16 fields of interest. 

Enclosed with the jig-saw puzzle 
were an invitation to arrange for an 
interview with the Servo personnel 
director, a self-addressed envelope 
and a postfree reply card offering 
the free Servo record. Including the 
agencys creative costs, the total 
cost of the puzzle was $2,700. 
Hi-fi record. The record, like the 
puzzle, was tied to the election 
theme with the title: “Now is the 
time.” The record was a high qual- 
ity, 33% rpm high fidelity recording. 

Jacket copy explained that the 
record was prepared by Servo “to 
acquaint you and your family with 
our company story . . . how it re- 
lates to your engineering career 
. . . how it offers a stimulating en- 
vironment for growth and recogni- 
tion.” As on the puzzle, the jacket 
listed Servo’s 16 fields. There was 
a map of Long Island, showing 
Servo’s location. 

The record had no introduction. 
It began with the sounds anyone 
hears at the start of a working day. 
There was the “tick, tick, tick” of 
an alarm clock, and then the alarm 
going off. The sound of a morning 
shower followed, then a car start- 


ing, sounds in the office . . . right 
down to the quitting time whistle 
at the plant. 

The narrator (actor Ross Martin, 
television’s Andamo of “Mr. Lucky”) 
came in to explain the firm’s Career 
Opportunities Program, and its re- 
lation to the engineer and his fam- 
ily. His style was personal and con- 
versational. 

The other side of the record was 
genuinely useful. The narrator be- 
gan: “Here are a few audio test sig- 
nals which you can use to check the 
fidelity of your hi-fi equipment. You 
can use these signals as a quick 
guide to set the tonal balance of 
your set before playing your favor- 
ite record. Or, if you are more am- 
bitious, you can measure the actual 
voltages across the speaker ter- 
minals. You can adjust the cross- 
over network just the way you want 
Lt 

Like one engineer talking to an- 
other in his own language. 

Ten test signals followed, from 
15,000 cycles down to 50 cycles. 
Each lasted 15 seconds to give the 
engineer time to adjust his set. The 
record also provided a square wave 
signal with a pulse repetition fre- 
quency of 1,000 cycles to permit the 
engineer “to scope for a complete 
evaluation of his system’s fidelity.” 
Incidentally, this was the first time 
a square wave had ever been cut 
on a hi-fi record. None of the larger 
record companies had been able to 
accomplish the feat. 

“Now that your set is adjusted 
and balanced for perfect listening,” 
the narrator continued, “here’s the 
part of the Servo story that will give 
you the big picture.” In the same 
informal, relaxed style, he told the 
rest of the company story; its fields 
of interest in research and develop- 
ment and the engineering of com- 
mercial electronic products. He 
concluded with an invitation to con- 
tact Servo’s personnel director to 
set up an appointment for an in- 
terview, and a sincere: “We'd like 
to thank you and your family for 
listening. . ic 

Two thousand records were cut. 
Each one was requested. The jig- 
saw puzzle had received wide at- 
tention, but the record proved to be 

continued on page 86 
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No formal desk here. Chairman 
Saphier works from a 

specially designed swivel chair. Its 
oversize arm supports a broad 
memo book. The L-shaped 
sectional unit houses his files and 
phones, but no furniture 
separates him from visitors. 


44. 


Is the desk on the 
way out in the modern office? Two 
trends seem to indicate that it is— 
the deskless office and the con- 
cealed desk layout. 

For instance, Michael Saphier 
Associates, Inc., New York, pro- 
motes the case of the vanishing 
desk from two angles. First, this 
space planning firm has found the 
deskless office is a most practical 
arrangement for the efficient func- 


tioning of some of its own execu- 
tives. In turn, company head- 
quarters serve as an actual demon- 
stration to clients of multi-space 
utilization design. 

The office of Chairman Michael 
Saphier illustrates the pure version 
of desklessness. Although strictly 
functional, his office imparts living 
room informality—with no literal or 
psychological furniture barrier be- 
tween him and his visitors. 


MANAGEMENT METHODS 


Folding panels open for comfort- 
able, convenient access to desk 

md plans study areas. Executive 
need not disturb his papers 

or blueprints when he leaves for 
daily visits to branches 

and .clients. 


No trace of infrequently used 
work station remains when Senior 
Vice President Bernard Schindler 
closes the wall panels. The 

room then becomes an ideal spot 
for informal conferences or 

plans presentations. 


Senior Vice President Bernard 
Schindler favors the hidden desk 
arrangement. One reason for this is 
that some of the plans he reviews 
are top secret. When called away 
from the office, the papers can be 
left out, ready for immediate atten- 
tion on his return. By simply clos- 
ing the panels, his paperwork pri- 
vacy is maintained and other staft 
members can utilize the room for 
meetings. @ 
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NOW YOU SEEIT... 


NOW YOU DON’T... 


This year your company will be hit with a burden of donation requests. 


Handled haphazardly, they can cause a big headache. Here are measures 


you can take to sidestep the problems involved in these requests for com- 


pany contributions. The article tells you how and when to say “no.” 


me Your company 
cant escape myriad requests—and 
pressures—for donations. Some large 
firms average 10 solicitations a day. 
Even small firms are beleaguered 
with contribution requests. 

The sad fact is most companies 
have no rhyme or reason to how 
they contribute. A few just ear- 
mark the maximum corporate in- 
come tax deduction allowed for 
charity—5% of net income be- 
fore taxes. Some pick an arbitrary 
figure out of the air. Others simply 
base this year’s allocation on what 
they gave last year. 

Beneficiaries are chosen on an 
equally haphazard basis. Funds are 
dispensed on impulse, expediency 
or pressure. 

Such random giving can result in 
waste of your company’s money and 
inequity to the causes you support. 
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What can you do to insure an 
efficient and satisfying contribution 
program? Here are some specific 
steps you can take to get the most 
for your corporate dollar. 


Budget a specific sum 


Regardless of how you arrive at 
a figure, create a budget for com- 
pany contributions. 

This is one of the key points 
stressed by Dr. Leo J. Shapiro in 
his new book Company Giving.* 

A budget will permit equitable 
distribution according to a_pre- 
determined policy. It will also 


“Company Giving reports detailed corporate 
contribution statistics and practices revealed 
by an intensive survey of 500 Chicago firms. 
By Leo J. Shapiro, Ph.D., 150 pages, $5.75. 
Published by Survey Press, 814 N. Michigan 
Ave., Chicago 11. 


furnish a reason for necessary tur 
downs. It will guard against i 
considered donations made to me 
the pressures of the moment. 


A formal budget provides da 
for subsequent analysis of yo 
contributions, and comparison wi 
corporate giving in other firms. 


Designate responsibility 


Appoint a committee with fi 
authority and_ responsibility 
select causes and allocate amoun 
to be given. 


A committee will take the he 
off individual executives. Comm 
tee decisions give a_legitima' 
graceful “out” in explaining tur 
downs. A committee also assut 
evaluation of appeals to confor 
with your company’s philanthroy 
objectives. 
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Routing all appeals to a commit- 
ee minimizes preference being 
riven to personal “pet” charities 
x blackballing of certain causes 
yecause of personal prejudice or 
ndifference. 

Logical makeup of a contribu- 
ions committee might include your 
ublic relations director, personnel 
nanager, industrial relations direc- 
or, medical director, treasurer, a 
oard member, the president or 
hairman. 

Even in small firms, the commit- 
ee method of making contribution 
lecisions is strongly recommended 
yy experts in the field. Spreading 
esponsibility among at least three 
xecutives removes the onus from 
he shoulders of any one individual. 


stablish yardsticks 


Set up an evaluation guide for 
neasuring relative merits of solicit- 
ng organizations. Such a guide can 
ye a shortcut to efficient and worth- 
vhile selection of causes to support. 
Marginal causes can be quickly 
veeded out when you weigh them 
gainst established yardsticks. 

E. J. Ade & Co., Inc., New York 
uublic relations firm, through its 
vide experience in the field of 
hhilanthropy, has devised a Point 
valuation System. The method, 
harted on page 48, can be readily 
dapted to establish a “giving score” 


for your own company contribu- 
tions. Simply revamp and weigh 
the determining factors in line with 
your philanthropic and public rela- 
tions objectives. 


Set up procedure 


Whatever the size of your organi- 
zation, it’s important to establish a 
procedure for the physical handling 
of appeals, rejections and contribu- 
tions. 

First, outline how to reply to re- 
quests made in person, by tele- 
phone and by mail. Inform all staff 
members to refer all fund requests 
to the contributions committee. 

Indicate exactly how other plant 
or branch offices are to handle ap- 
peals for donations, and whether 
contributions are to be made di- 
rectly or through headquarters. 

Put your instructions in writing. 
Devise an application form for 
soliciting agencies so pertinent eval- 
uation factors are readily available. 


Define areas of interest 


Company giving, outside of its 
humanitarian aspect, has rightfully 
become a matter of enlightened self 
interest. The bulk of your donations 
can appropriately tie in with bene- 
fits received. For instance, a corpo- 
ration in the field of advanced tech- 
nology earmarks large amounts for 
scientific scholarships. One coal 


mining concern gives substantial 
support to health and_ hospital 
drives. 

Smaller companies, in general, 
favor “immediate benefit” causes— 
social welfare, health or immediate 
personal involvement for their 
executives. 

Larger companies tend to support 
more remote causes — education, 
youth programs, international good- 
will. Giant corporations, to a great 
extent, seem to avoid contributions 
to unions, religious, political and 
veteran groups. Conversely, smaller 
firms surveyed allocate eight to 28 
percent of their funds to religious 
or sectarian Causes. 

To get the most for your contri- 
bution dollar for your company and 
for the public, spell out the areas 
of your interest—before considering 
individual appeals and pressures. 

Define general and specific phil- 
anthropic areas to be emphasized. 
Also define areas to be avoided be- 
cause of legal reasons, stockholder 
objections, narrowness of benefit 
scope or other legitimate reasons. 


How much is enough? 


There is no pat answer to how 
much your company should give. 
However, the vast majority of com- 
panies questioned in the Chicago 
area, for example, gives blindly. 
Many admit use of a “no formula” 
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1956 contributions: average donations of different size firms 


lumber of employees 


ercent that contributed 


otal contributions (median) $39,117 $9,999 
ontributions as percent 
of pre-tax net (median) 0.99 1.61 


1,000 
and over 


oT 


ndings of survey reported in Company Giving by Dr. Leo J. Shapiro. 


a 
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method of arriving at monies con- 
tributed. Such a “no-method” meth- 
od leaves a firm wide open to 
undue pressures, capitulation to 
marginal benefit agencies, and giv- 
ing too little to top causes. 

Those that do use a formula for 
giving favor a percentage of net 
sales or earnings before taxes or 
a flat sum per employee. 

A broad but practical rule of 
thumb is to determine first through 
management judgment how much 
you can afford, and relate it to a 
fair percentage of profits, sales or 
number of employees. 

For comparison’s sake, the chart 


on page 47 will show you the per- 
centage of profits representative 
companies have used in arriving at 
total contributions. The average 
contribution is about 1% of net 
earnings. 


What else besides cash? 


Many agencies welcome contri- 
butions other than cold cash. Con- 
sider what else your company can 
give. 

You can encourage executives to 
take an active part in fund raising. 
Pitney-Bowes, Inc., to cite one case, 
is generous with executive time in 
supporting community campaigns. 


You can lend employees full- « 
part-time for special projects ¢ 
drives. One New York firm, for in 
stance, donates over 500 man-day 
of its employees’ time a year fc 
volunteer work. 

You can contribute use of yor 
auditorium or grounds for a ralh 
conference rooms for committe 
meetings. 

Your office staff can handle prin 
ing, art or mailing for local charit 
promotions. 

You can spur employees and the 
families to contribute cash perso1 
ally or volunteer work for drive 

text continued on page & 


POINT EVALUATION SYSTEM FOR COMPANY GIVING 


For non-profit, tax deductible organizations 


Organization 


Evaluated by 


Amount requested 


Giving score 


POINT SCORE 
NATIONAL 


FACTORS 
1. Purpose 
2. Annual budget 
3. Scope of activity (national, international, state, local) 
4. Area of activity (health, religion, research, education, etc.) 
5. Importance of organization in its field of activity 
6. Benefit to company, its employees, their families, customers 
7. Benefits to community 
8. Public relations value to company 
9. Leadership and management of soliciting organization i 
10. Is organization temporary or permanent? : 
11. Reputation and accomplishments of organization 
12. Duplication of work of other organizations supported 
13. Percent of organization’s funds used to raise money 
14. Extent of support of other companies 
15. Is organization tax supported? 


TOTAL POINTS SCORE 


Amount donated 


Request rejected 


CUMULATIVE 


LOCAL SCORE 


Note: Each factor has a value of 10 points. Maximum total score 150. Evaluation group will score each factor in accordance with company pol 


and procedures. 


Devised by E. Jerry Ade, president of E. J. Ade & Co., Inc., New York. 
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4 Ways 


To Pay 


VERTIME 


- FOR SALARIED PEOPLE 


Production workers in some firms earn more than their bosses. Reason: 


overtime. Serious morale (and management) problems often result. One 


solution: pay salaried personnel for overtime. Here are four ways to do it. 


You risk morale 
id turnover trouble every time 
yu permit production workers to 
ke home more pay than super- 
sors or middle managers. 

Here’s the problem: overtime pay 
equently swells the size of a fac- 
ry worker's paycheck. Several 
nes a year, he may take home 
ore than his salaried boss, who 
not paid for overtime. 

You can solve this problem by 
tablishing an overtime payment 
an for salaried supervisors and 
iddle managers. 

Many companies already have. A 
cent American Management As- 
ciation survey of 434 firms shows 
at 224 of them, or 51.6%, have set 
finite overtime payment scales 
r supervisors, salaried profession- 
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als and middle managers.* (These 
are the commonest types of exempt 
employees; that is, employees to 
whom you are not legally required 
to pay overtime.) 

However, an almost equal num- 
ber of firms (210, or 48.4%) don’t 
pay exempt personnel for overtime. 
Here are the reasons they don't: 
@ Many firms feel their salary scales 
are sufficient to guarantee the ex- 
empt employee a_ substantially 
larger income than the hourly 
worker, despite occasional variances 
in weekly paychecks. 


*Complete results of this survey are published 


in AMA Research Study 40: Overtime Compensa- 
tion for Exempt Employees. ($1.25 to members; 
$2.25 to non-members). The booklet also includes 
several different plans for establishing over- 
time payment systems for exempt employees. 


@ Some feel that since salaried per- 
sonnel are paid for their long term 
contribution (not directly measur- 
able in hours), it is not proper to 
pay them for extra hours worked. 

But—if you want to correct occa- 
sional serious inequities between 
production workers’ and _ salaried 
employees’ paychecks—here are 
four plans to consider. The AMA 
Survey indicates that these are the 
four most common and _ practical 
ways to pay salaried employees for 
overtime. 


1 “Straight time’’ plan 

Paying salaried employees for 
overtime on a “straight time” basis 
is by far the most popular plan; 88 
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BOSTON 


PENCIL SHARPENERS 


YOUR 


Give your sales a 
/ real thrust with a 


jewelry miniature 


oie of your trade- CUSY mounting 


mark or product. 


las 
ae Write for free On ANY surface 


a a today. 


Now Boston’s all-metal pencil sharp- 
-. eners can be mounted anywhere. 
There is a Boston for every purpose 


WILLIAMS & ANDERSON CO. and the mounting kit fits 
BOSTON 


Fer io Byer every model. All sharpeners 


are guaranteed for 1 year. 
Chien Manufacturers Sree 1861 8 
14 Third Street, Providence 6, R. 1. C. HOWARD HUNT PEN CO., CAMDEN i, N.J. 
(Circle number 154 for more information) (Circle number 135 for more information) 


P.A. able 
to perk 


Your Purchasing Agent gets his 
mail earlier—the specifications, prices, 
delivery schedules he needs for making 
decisions—if you have a MailOpener. 


e A MailOpener trims a hairline edge 
off the envelope, neatly, accurately, safely 
and swiftly. Handles envelopes of any 
size, weight or stock. 


e Invaluable time and work saver in 
any office. Three models, hand or electric. 
Ask any Pitney-Bowes office for a free 
demonstration in your effice. Or write 


MAI LO PENERS for free illustrated booklet. 


Pirney-Bowes, Inc. 

4560 Walnut Street, Stamford, Conn. FREE: Send for handy desk or wall chart 
Originator of the postage meter... of postal rates, with parcel post map 

139 offices in U.S. and Canada, and zone finder. 


(Circle number 141 for more information) 


Pitney-Bowes 


30 


of the responding 434 firms use | 

Here’s a typical example of ho 
firms use this method. In the wor 
of one president: 

“We believe that an exempt er 
ployee has an obligation to wo, 
overtime as a normal requireme 
of his job. If he falls behind in h 
regular work and has to make 
up by working extra hours, ¥ 
don’t pay him at all; it’s his ob! 
gation, for which he is more tha 
adequately compensated in his ba: 
salary. 

“But if we have additional sche 
uled overtime, ordered in a who 
department, it’s obviously not tl 


-supervisor’s fault. Then we thir 


he deserves something, and we pe 
him his straight weekly rate, cor 
verted into an hourly rate, for tl 
time he puts in over 40 hour 
Since he seldom works overtim 
the exempt employee almost alway 
has a bi-weekly paycheck 20% « 
25% higher than the highest pai 
non-exempt employee he supe 
vises.” 

This philosophy, or a slight vari: 
tion of it, represents the gener: 
feeling among firms that use tl 
“straight time” plan. 

This plan, the survey show 
works well for firms that do n 
have a lot of overtime work an 
that are too small to bother wit 
the more sophisticated overtim 
payment plans. 


a “‘Time-and-a-half”’ plan 
The time-and-a-half method 
the second most popular way | 
compensate salaried employees ft 
overtime. It is used by 53 of th 

434 responding firms. 

Here’s how, and why, one con 
pany uses it. 

“We pay our factory superviso 
time-and-a-half because there is 
great deal of overtime work to t 
done. Since the production worke: 
are getting time-and-a-half over 4 
hours according to the Fair Lab 
Standards Act, and time-and-a-ha 
over eight hours per day on publ 
contracts work, the non-exem] 
production worker often has a vel 
high paycheck which could brin 
him up above his foreman. Als 
the production worker in our sho 
gets double time for Sunday wor 
and triple time for holidays. It’s a 
awful situation when you have 
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man supervising 15 or 20 people 
und they are making more than 
1e is. 

“We feel the least we can do is 
yay the foreman time-and-a-half. 
We haven't yet gone to paying him 
remium compensation for Sundays 
ind holidays, but we may have to 
lo that, too, if overtime work re- 
nains as heavy as it is. But we 
we very careful to pay the foreman 
mily for overtime that we schedule 
yurselves. We do not pay him for 
sasual overtime made necessary by 
1is Own responsibilities.” 


3 “‘Two Step’’ plan 


The two step plan is actually a 
combination of the straight time 
und time-and-a-half plans. In its 
simplest form, the two step method 
srants time-and-a-half to salaried 
employees earning a low base rate, 
and straight time to employees who 
yave a higher base salary. 

There are, however, wide varia- 
jons in the way different firms 
upply this two step plan. Some 
lo not use either straight time 
wr time-and-a-half rates. Instead, 
hey ll set a specific dollar figure 
0 be paid for each hour a salaried 
smployee puts in over 40. To get 
m idea of how many ways the 
wo step plan can work, examine 
he reports that follow. Each re- 
port comes from a different com- 
yany. They are presented in cap- 
ule form, paraphrased from the 
ictual remarks each company put 
lown on the questionnaires re- 
urned to AMA. 


Plan number one: We pay time- 
ynd-a-half or $5.20 an hour, which- 
ever is less, to those earning under 
510,600 per year. 

Plan number two: Employees 
vho earn less than $125 per week 
ire paid straight time for overtime. 
Ve pay half-time to those earning 
i weekly salary of less than $150 
yut more than $125. We don’t pay 
yvertime to anyone who earns over 
150 a week. 

Plan number three: Those earn- 
ng more than $8,000 per year are 
ot eligible for overtime compen- 
ation. If the base salary is $5,200 
yer year or less, overtime is paid 
tt time-and-a-half. If the base rate 
s over $5,200, we pay $3.75 per 
our for overtime. 

Plan number four: For a man 
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new economy adding machine 


Economy price saves you money. Continuous-duty design assures 


long trouble-free service. 7/8 capacity. Direct-action function 


keys. Interlocked keyboard. Sensationally low list price $198.50 


See your dealer or write “addo-x”, 300 Park Avenue, New York 22 


(Circle number 100 for more information) 
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Royfax, Royal McBee Corporation, 
Port Chester, N. Y. 


I would like to receive your new booklet 
“How to Stretch Your Office Dollar.” 


NAME 


ea 
1F 


TITLE 


COMPANY 


ADDRESS 


CITY 


STATE 


ZONE 


a er 


(Circle number 118 for more 


This ad tells how 


new Royal Royfax™ 
saves you significant 
money over any 
ordinary copy machine 
yet costs no more 


To get right to the point, your 
copy solution lasts more than 
twice as long with the new Royal 
Royfax office copying machine 
and newer-yet Royal Photocopy 
paper. Result: Solution expenses 
slashed ... and the astonishing 
part is, you get a copy-job so 
crisp and knife-edge clear with 
this new paper that you almost 
have to wonder whether it’s the 
original. Snow-white. Non- 
smearing. No curling, no stick- 
together, either. And extra-fast 
drying, too. 


That’s only the 
beginning. 

You also get up to 
$100.00 credit for your 
old machine when 
you buy a Royfax. 


The Royfax is the unlim- 

ited copy machine. It over- 

comes the bothersome 
limitations of ordinary copiers. 
It copies everything, perma- 
nently, quickly, anywherethere’s 
an outlet. It even makes offset 
plates that give up to 20,000 
copies. Before you buy a copier, 
contact your local Royal Repre- 
sentative for a demonstration. 
Note: Chances are your present 
equipment can use Royfax 
photocopy supplies. Ask him 
about that, too. 
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information) 


who makes up to $500 a mont 
our firm pays for overtime at 
time-and-a-half rate in schedule 
blocks of four hours. Employe 
who make over $500 a month a 
paid $17.31 for each schedule 
block of four hours overtime. 
Plan number five: Our exem] 
factory and clerical first line supe 
visors, plus our lower level salarie 
professionals, receive overtime pa 
ments in accordance with proc 
dure for non-exempt salaried en 
ployees. (Basically, that mea 
time-and-a-half for overtime wi 
premiums for Saturdays, Sunday 


and holidays.) It’s different for o 


second level supervisors and_ sé 
aried professionals below the ma 
agerial level. They receive no dai 
overtime, but are eligible for pr 
mium payments for work pe 
formed on Saturdays, Sundays ar 
holidays. The premium paymen 
are computed from an actual stru 
ture rate, and the dollar amoun 
are based on whether the wo 
was performed on Saturday, Su 
day or a holiday, and whether tl 
employee worked less or more the 
six hours. 

Plan number six: Exempt er 
ployees who earn less than $4 
per month receive time-and-a-ha 
of their equivalent hourly rate f 
overtime. Employees who earn b 
tween $400 and $1,000 per mon 
get time-and-a-half of their equiv 
lent hour rate of the first $400. 
salary and the hourly equivale 
of straight time for the remaind 
of the salary over $400. We dor 
pay any overtime to employees w1 
earn more than $1,000 per mont 

Plan number seven: We dor 
pay daily overtime. Exempts a 
paid only for a full day of sche 
uled overtime. Men with base rat 
of $404-789 per month receive $ 
per day. For those with a base ra 
of $572-$1,103 per month, we pi 
$40 per day. Men with higher ba 
rates are not paid overtime. 

Plan number eight: Up to a ba 
rate of $135 a month, we pay tim 
and-a-half for overtime. Everyo1 
with higher monthly rates gets | 
an hour. 

Here’s a brief summary of t 
trends in this basic two-step met 
od of paying overtime to exem 
employees: 

& Lower income exempt employe 
(those earning $125 or less weekl 
get time-and-a-half for overtime. 
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Higher income exempts most 
en get a flat fee per hour, per 
y or per week of extra hours. 
_ alternate is straight time for 
ertime. 


Concerning cutoff points, $1,000 
r month is the most common. 
Anyone earning $12,000 annually 
these companies is considered to 
in the management group and 
10t entitled to overtime pay, even 
straight time or less. 


L ‘Scales of payment”’ pian 


[he scales of payment method is 
thing more than a spohisticated 
o step plan; it just has several 
ditional gradations. 
Here's the basic principle behind 
s plan: employees who receive 
tly low base salaries (junior su- 
rvisors, for example) are entitled 
some overtime compensation. 
ose who earn a higher salary 
muld not receive so much over- 
ye pay, and employees in the 
ther brackets should receive still 
s, until a cutoff point is reached. 
ter that, no overtime compensa- 
n should be paid. 
he following capsule plans illus- 
te this principle. 


Plan number one: When we have 
extend our workweek to 45 hours 
more (40 hours is the normal 
ek), hours in excess of 40 are 
id as follows: hourly rates are 
utiplied by factors ranging from 
_ for base salaries of less than 
000 to 0.5 for base salaries of 
250 to $8,449; no overtime pay 
- higher base salaries. In other 
rds, our overtime payment scale 
1s from time-and-a-half for over- 
ve to one-half the regular hourly 
e. 


Plan number two: We have three 
les in our overtime payment 
in, Exempt employees up to the 
partment manager level get time- 
d-a-half for overtime. We pay 
) per day for scheduled overtime 
department managers and sal- 
ed professionals who earn up to 
)0 monthly. Those who earn $600 
over monthly receive $35 per 
y of scheduled overtime. 

Plan number three: Our over- 
1e payments are based on the 
ployee’s salary. Except for the 
t three scales, the dollar amount 
overtime payments decreases 
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ROADBLOCK 


TO 


INTEROFFICE 
COMMUNICATIONS 


When your switchboard operator acts as the hub for both Out- 
side and Inside communications, what happens? (1) Interoffice 
calls take longer...and (2) customers are too frequently kept 
waiting. Result: higher cost...lower efficiency. 


Intercoms by BOGEN-PRESTO end telephone tie-up...speed the 

flow of needed information... locate personnel quickly... in- 

crease office efficiency...improve customer service (and rela- 
tions). There’s a BOGEN unit suited for yowr needs. 


Send for free file today. 


ROADBLOCK REMOVERS: 


TIX BOGEN Communophone TQ BOGEN Phones CHX12 BOGEN-CHALLENGER Intercom 


BOGEN-PRESTO 


Desk MM-1Paramus, N. J. © A DIVISION OF THE SIEGLER CORPORATION 
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Teg ie PION The book 
"ecm the bus i ness wor | d 
ee has been asking for! 


Sponsored by the 
eNational Association of Credit Management: 


CREDIT AND 


COLLECTION LETTERS 


New Techniques to Make Them Work! 


by Richard H. Morris, founder, R. H. Morris Associates, Correspondence 
Consultants. Among their clients over the years: Kodak, duPont, Esso, 
General Foods, Yale & Towne, Revlon, Wm. Iselin, Royal McBee, Lord 
& Taylor, J. L. Hudson, Aldens, Inc., and many others. His new, practi- 
cal and complete handbook will improve collections, build good will — 


Indispensable to Every Cost- 
and Customer-Conscious Executive! 


@ The first section is a condensed course on how to write credit and 
collection letters that are pleasingly different, yet have real pulling 
power. Scores of examples are used that can be put into immediate 
practice. 


@ 150 famous Morris Guide and Form Letters that can handle 75% of 
the situations that arise in your department, and thus drastically cut 
dictation and typing. These cover two complete series of Collection 
Notices and Letters, Approving or Turning Down Credit, Extensions 
and Discounts, Financial Statements, Partial Payments, Orders, and 
others. 


@ 25 Special Change-of-Pace letters that have been unusually successful 
in collecting money when all else has failed. 


@ 30 Congratulatory, Condolence and other Special Event letters to 
build good wili and increase sales. The kind you know you should write, 
but never find time for when the occasion arises. 


And many other Morris writing and training techniques never before 


described in any book. 
START Publications Department * 


The Service Corporation of NACM 
Suerte 44 East 23rd Street, New York 10, New York 


Please enter my order for _______ copies of: CREDIT 
OF YOUR STAFF © AND COLLECTION LETTERS, by Richard H. Morris, 
SHOULD HAVE 


(Single copy, $5.95; special discount of 10% on ten or 
A COPY. 


more copies.) 
[] Payment enclosed (Note: Postage is paid by NACM 
SAVE 10% 
ON QUANTITY 


if payment accompanies order) 
O Please bill undersigned: 


S iii, 
SPECIFY Firm Name 
THE NUMBER 2 ie 2 Oe 


Address eee eee eee 
City ee ae one State. 
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YOU NEED! 


as the individual’s base salary 
creases. For example: 


Weekly Overtime 

base rate rate 

$126-130 $4.70 
131-140 4.75 
141-170 4.80 
171-180 4.75 
181-190 4.70 
191-195 4.40 
196-200 4.00 
201-205 3,50 
206-210 Sole 
211-215 2.78 
216-220 2.20 
221-225 1.60 
226-230 1.20 
231-245 .60 
246 + no payment 


Plan number four: Under 1 
usual conditions and persuant 
special authorization, when 
quired to work a full additional ¢ 
or its equivalent, we compens. 
exempt employees for overtime 
this manner: 


Overtime pay 
Annual salary per week 


Under $3,000 $15 
3,000-3,999 20 
4,000-4,999 25 
5,000-6,499 30 
6,500-9,999 35) 
10,000-17,325 40 


When exempt employees are 
quired to work less than a full 
ditional day or the equival 
thereof, they will still receive oy 
time pay, but the amounts will 
proportionally reduced. 

Plans number three and four 
lustrate a factor common to 
scale of payment plans and m 
two step plans: overtime pay a 
percentage of base salary decli 
as the salary increases. 

Some of the firms answering 
survey use sliding scales for th 
entire group of exempt employe 
except top management. This i 
particularly advantageous syst 
for the large company. It allows 
a greater range of exempt salar 
It also has a certain fairness - 
obtainable under other compen 
tion arrangements. 


Other overtime pay plans 


Besides the four methods « 
cussed above, there are essenti: 
three other methods of compen: 
ing exempt personnel for overti 
(Some companies have devised s 
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1 systems, unique to themselves, 
t this is not a common practice.) 
Equal time off. Only nine of the 
4 firms which do compensate in 
me manner grant equal time off. 
1e reason more do not is that if 
uivalent time off is granted, the 
ertime problem may perpetuate 
elf. That’s one reason why most 
mpanies that grant equal time off 
e this rule: equal time off is to be 
ken only when the company can 
are it. 

Experience shows that the equal- 
ne-off plan works best for the 
yall firm that does not have a 
eat deal of overtime work. 

Flat fees. Four companies re- 
uted that their overtime pay to 
empt employees consists of flat 
es and percentages of salaries not 
jual to straight time or time-and- 
half. 

In substance, these plans are not 
eant to grant premium pay for 
ertime hours worked. Rather, 
ey are intended to maintain pay 
fferentials between supervisors 
id their crews, and to preserve 
juitable relationships between the 
ynings of supervisors and admin- 
rative, professional and technical 
nployees who do not have super- 
sory positions. 

Year end bonus. Only two firms 
ported this method of overtime 
pensation. Both reported that 
ey consider the actual amount of 
rertime work when calculating 
e year end bonus of an employee. 
. the first firm, this system is used 
r all exempt personnel. In the 
cond, only top management is 
msidered. 

Reports AMA, “This seems a 
ther oblique way of handling the 
rertime compensation problem, 
ough it may work well for a lim- 
ed group.” 


smmmary of findings 


Of the companies that grant 
vertime compensation to exempt 
arsonnel, the most common prac- 
se is to pay all such employees 
‘cept top management. 

Straight time is the most popular 
ethod of overtime payment, re- 
udless of the type of employee. 
Company size seems to deter- 
ine the compensation method 
ed. Smaller firms in the survey 
nd to rely on the straight time 
1d time-and-a-half plans, while 
e larger firms turn to the more 


NUARY 1961 


_—— 


sophisticated two step and scales of 
payment plans. 

One sidelight: while the salaried 
professional may not be a super- 
visor and may not participate in the 
management of the firm, he still 
may have to work a good deal of 
overtime. Granting him overtime 
pay can be very important if a 
company wants to keep valuable 
specialists in a labor market where 
attractive offers from other firms 
are constantly received. 

Many managers don’t feel it is 
necessary to pay overtime to any 
exempt employee. Good production 
scheduling, they believe, should 
make overtime rare. Salary scales 
should be planned so as to give any 


exempt employee a base pay equi- 
tably higher than that of a produc- 
tion or clerical worker, even if the 
non-exempt employee is paid the 
usual time-and-a-half for work over 
40 hours a week. 

The standard rule of thumb used 
by most managers is that a super- 
visor—the most common type of 
exempt employee—should have a 
total compensation at least 20% 
above that of anyone he supervises. 

However, if heavy workloads 
mean a good deal of overtime for 
production and clerical workers, the 
plans outlined here can help you to 
keep supervisory salaries in line, 
and avoid morale and turnover 
trouble. @ 


New 


"OPERATOR-LESS” 


Collater! 


So automatic and accurate you can start it and walk away! 


Freedom from machine tending is only 
the beginning! The new Gathermatic by 
Thomas Collators brings to collating 
the speed and accuracy of larger, more 
expensive equipment...at a cost un- 
believably low. Write today for com- 
plete information on the many ways you 
can speed up your collating operation 
and substantially reduce your costs. 


e Offers more features at a lower price 
than any other collator of its kind 


e Automatic miss and double sheet 
detectors stop machine instantly, 
prevent errors 


ea. 


e Stations can be skipped at the flick 
of a lever without hindering the full 
production rate 


e Loads in a minute...each station 
takes approximately 42 ream of 3”x5” 
to 11”x14” sheets in various weights 
and finishes 


e Gives over-all speed, ease and accu- 
racy features formerly available only 
in large-scale collators 


e Automatically collates, counts, criss- 
crosses or staples 6,000 sheets per 
hour 


Thomas Collators Ine. 
World’s Leading Manufacturer of Collating Equipment 


100 Church Street, Dept. D3, New York 7, N.Y. 
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CARE distributes $40 million annually 
in aid to 27 countries. 


At CARE 


Burroughs Typing Accounting Machine 
pays for itself in ten months 


The scene: the busy New York headquarters of CARE (Cooperative for American Rel 
Everywhere, Inc.). The jobs: cash receipts accounting and cash receipts control. The equi 
ment: Burroughs Typing Sensimatic Accounting Machine. The results: Bernard Kerb 
director, Methods and Procedures and Remittance Division of Care reports: ““The equipme 
paid for itself in ten months through direct operating costs saved. But the most important bene 
is that we now have more immediate records and more current control of our complex operatio 
than ever before.’’ Burroughs and Sensimatie—T. 


For businesses of every size: Burroughs data processing 

line ranges from accounting machines to complete com- ae 
puter systems. It’s backed by outstanding services and Burroughs 
systems knowledge, known for outstanding results. For 
details. action—and results—call our nearby branch. Or & 
write Burroughs Corporation, Detroit 32, Michigan. 


Burroughs 
Corporatio! 


“NEW DIMENSIONS /| in electronics and data processing system 
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AV ANA 


Manager asks expert 


by Dr. Robert N. McMurry 


WHY DON'T MY MANAGERS STAND UP ON THEIR OWN? 


Question: see in the November 
ssue of Management Methods that 
Ou want questions from readers. 
\]_ right, Dr. McMurry, I’ve got 
me for you. 

Ive just come from one of our 
nonthly “idea” meetings. I began 
hese sessions a couple of years ago, 
m the advice of several business 
riends who suggested that I give 
his thing called “democracy in 
usiness” a try. At these meetings, 
‘ve asked each man to comment 
jonestly about how he felt the com- 
any was being run, and also to 
ring up any new ideas he might 
ave. I’m the president, but I’ve 
ried to make it clear that I’m per- 
ectly willing to listen to another 
nan’s ideas, even if they disagree 
harply with mine. 

Today’s meeting was typical of 
vhat happens over and over again. 
Nobody volunteered fresh ideas. 
the discussion was vague and 
ambled over general areas until I 
ame up with an idea on our in- 
entory control procedure. You 
hould have seen everyone hop on 
he bandwagon. I know [I’m not 
ight all the time, and I'm sure my 
Jeas aren’t always the best, but no- 
ody seems to disagree with me or 
yvants to carry the ball on his own. 
Vhat would you do, if you were 
a my shoes? 


Answer: I’m not in your shoes, but 
Il tell you what you can do. You 
an recognize that you are the boss 
nd go back to behaving like one. 
There has been a lot written 
bout “democracy in business.” 
fost of it is pure fol-de-rol. 
theories are fine—provided they 
york. But most of the proponents 
f “democracy in business” have 
verlooked two very crucial facts— 
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one about bosses, and the other 
about subordinates. 

It takes a very special kind of 
boss to be able to tolerate true 
independence among those who 
report to him. Most executives, 
whether they are aware of it or 
not, deeply resent or even fear any- 
One who expresses views that are 
contrary or critical. 

One company president I know 
urged his subordinates to comment 
on one of his pet schemes. A rela- 
tively new man had the temerity to 
speak up against it. At the conclu- 
sion of his remarks there was a 
crushing silence. Then the president 
said, “It is obvious, Mr. Smith, that 
your ideas are quite at odds with 
those of the other members of our 
executive team. Since this is so, and 
since we place so much emphasis 
on close teamwork, I shall expect 
your resignation. Meeting  ad- 
journed!” 

Of course, not all bosses react 
so immediately and so openly. In 
another case I know, the final firing 
didn’t come for a year and then on 
the basis that the man lacked the 
necessary social graces—his only 
sin was wearing argyle socks! Most 


About 
the 
author 


Dr. Robert N. McMurry is a manage- 
ment consultant and psychologist with 
25 years of experience in solving busi- 
ness problems concerning people. His 
new book, McMurry’s Management 
Clinic (Simon and Schuster, 1960, 
$4.95), contains solutions to scores of 
common “people problems.” 


r------- 


Trade your 


Never again need the sound and 
fury of an impatient boss rock the 
office corridors! With the speed and 
efficiency of Oxford Pendaflex hang- 
ing, sliding folders, “‘must-have- 
immediately” letters are always at 
your finger tips. Finger-Tip Control 
we call it... and it not only saves 
time, but cuts office costs as well. 
Accuracy? It’s built into Pendaflex 
with exclusive ‘‘Keyboard’’ 
selection! 

Mail the coupon. You'll receive 
—FREE—a File Analysis Sheet, 
full Pendaflex details and a com- 
plete Oxford Catalog. 


Oxford Filing Supply Co., Inc. 
Garden City, New York 


A 


FIRST NAME 
IN FILING 


OXFORD FILING SUPPLY CO., INC. 
4-1 Clinton Road, Garden City, N. Y. 


Please send free File Analysis Sheet 
and complete Oxford Catalog with all the 
facts about Pendaflex. 


NAME 
FIRM 
ADDRESS 


SS ee 


ZONE——STATE 
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DIRECT IMAGE AND SENSITIZED PLATES 


Everything for your 
offset duplicator 


Plates of every ‘description and size, preparation and 
duplicating supplies—you name it, Colitho, the world’s 
most complete line, has it. Streamline your purchasing 
and at the same time receive the kind of quality and per- 
formance only the matched Colitho line is capable of 
producing. Consult the yellow pages or write for the name 
of the Colitho dealer nearest you: The Colitho Division, 
Columbia Ribbon & Carbon Manufacturing Company, 
1121 Herb Hill Road, Glen Cove, New York. 


Columbia Ribbon & Carbon Mfg. Co., Inc., Glen Cove, N.Y. 
Columbia Ribbon & Carbon Pacific Inc., Duarte, Calif. 
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subordinates are wise enough t 
realize that sooner or later the typ 
cal boss will find some “good e 
cuse” for ridding himself of an “ol 
streperous” junior. 

As far as the attitude of subord 
nates is concerned, proponents ¢ 
“democracy in business” overloo 
the fact that most subordinate 
really do not want to participate 
Far from bubbling over with ney 
ideas they can hardly wait to in 
part, they are actually quite uw 
creative and uninterested. The 
enjoy being told what to do and - 
is genuinely upsetting to them t 


be asked to think through hig 


‘level problems and suggest risl 


taking decisions. 

The mere fact that your subord 
nates reacted with silence to you 
overture suggests that it was so ow 
of-keeping with both your persor 
ality and theirs as to seem lud 
crous to them. Evidently they wer 
right; and, if I were you, Id g 
back to “doing what comes nati 
rally.” 

Does this mean you'll never b 
able to get any ideas from yov 
men? Not at all, provided you us 
them primarily as an informatior 
giving group before you actuall 
make the decision and further pr 
vided that you make it very clez 
to them that you will take full re 
sponsibility for making all dec 
sions. That way theyll contribut 
what they can and know they at 
not risking business suicide. 


WHY DO PROMISING YOUN 
MANAGERS QUIT AFTER COM 
PLETING OUR TRAINING COURSES 


Question: We have a rather e 
tensive (and expensive) managt 
ment development course. It - 
about six months long. Lateh 
we've been having problems. Man 
of our promising men quit as soo 
as they discover that they are n 
going to be promoted to a high jo 
immediately. What's the matte 
with young men today? Don’t the 
realize they have to work their wa 
up to a responsible job? 


Answer: A good management di 
velopment course is a_ substitu 
for a long business apprenticeshij 
not an additional starting hurdl 
The basic idea is to give traine¢ 
all the technical and administratiy 
know-how they can readily absor 
from books and from other people 
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mmaries of their experience. 
hen you turn them loose and let 
em learn the rest on their own. 
fell-qualified men will do this 
ry quickly, provided they are 
ven true executive responsibilities 
tht from the beginning. Unquali- 
sd men never will—even if you 
ait ten years before letting them 
ury the ball. The technique on 
hich you insist is losing you the 
ell-qualified men. And, reversing 
‘is idea, the men who are staying 
1 probably don’t have the drive 
1d ambition you want to see in 
yur younger executives. 

This being so, why not quit kid- 
ng yourself and cut out this 
nanagement development _ pro- 
fam?” From the facts you give, 
ere is no doubt in my mind that 
@ men you are training are better 
an the training program—which 
ems well designed to glorify 
erks. Since you can’t seem to for- 
st how hard you worked and 
ruggled on menial jobs before you 
roke through to the executive 
mks, scrap your program and let 
Jur younger executives follow the 
me rough road. Of course, this 
ay seem to be a little “old-fash- 
ned,” but for my money it still 
as a lot of merit. There’s much 
iat is good about new techniques 
ad practices, but it’s often a mis- 
ike to throw out proven practices 
| favor of a program that appeals 
» you on the basis of newness or 
niqueness alone. 

Your present hodge-podge of the 
vo basic approaches is completely 
aworkable, It’s like waiting in a 
atively short line for a table at 
restaurant—only to find that this 
tief wait is but a prelude to a 
uch longer wait in a line around 
ie corner. Small wonder so many 
- your trainees take one look at 
yur “second waiting line” and 
ave. Abolish the program, and 
lvance them on merit and push. 
nt that the way you came up to 
ie top? mf 


of a personnel problem? Send it 
r treatment (your anonymity pre- 


irved, of course) to: 
Manager asks expert, 


c/o Management Methods, 
22 W. Putnam Ave., 
Greenwich, Conn. 
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How to avoid using your life 
insurance or hospitalization 


You can add years to your working life—vigorously pro- 
ductive years. 

How? 

The answers are spelled out in the 36 chapters of the new 
book, Mr. Executive: Keep Well, Live Longer. 

This is the first book ever devoted exclusively to execu- 
tive health. 

It is written by an experienced, trusted doctor who knows 
executives and their health problems. 

The author, Dr. Peter J. Steincrohn, does not write in 
““‘medical-ese.”’ Neither does he tell you to give up all pleas- 
ures in life and live like an athlete in training. in fact, he 
is against exercise. 

Dr. Steincrohn has written a dozen popular books on 
health. His new book on executive health has been highly 
praised. For example: 


Wall Street Journal: “When the going gets rough, the 
businessman may profit from a reading of Dr. Steincrohn’s 
Mr. Executive: Keep Well, Live Longer. 

Diners’ Club Magazine: “Fascinating book . . . even gives 
advice to the executive’s wife on the subject of lessening 
home tension.” 

Time Magazine: “. . . shock treatment for businessmen 

. addressed to the health hazards and cures of the stress 
of life in the executive suite . se 


YOURS FREE 


A copy of Mr. Executive: Keep Well, Live Longer will 
be sent to you for 10 days free inspection. After examining 
it, you can return the book and be under absolutely no ob- 
ligation. If you decide to keep the book, you or your com- 
pany will be billed for $4.95 plus postage. 

Yow ll find this book excellent insurance against using 
YOUur MSUrance. 


PLEASE MAIL THIS COUPON TODAY 


Management Publishing Corp., 22 West Putnam Avenue, Greenwich, Conn. 


Sirs: Please send me a 10-day free inspection copy of Mr. Executive: Keep Well, 
Live Longer. | will either return the book in 10 days and be under no obligation, or 
keep the book for $4.95. (Note: no postage charge if you enclose cash.) 


[ | Bill my company [| Bill me 


Efficient way 
to “steer” 
any business 
operation 


driver-salesmen 
where and when 
to call, when 

to collect, etc. 


PARTS 
Instruct plant 
workers where 
to deliver, in 
what quantity, 
at what time. 


Wherever you must program the movement of people, parts, 
deliveries, reports, services . . . Addressograph Methods can 
help you do it efficiently. 

Step one: pre-record all essential routing and customer data 
on low-cost Addressograph plates. Each plate ‘‘stores’’ up to 
360 letters or figures . . . can be easily coded to provide any 
degree of selectivity desired. Step two: use these self-writing 
“memory units’ in conjunction with an Addressograph machine 
to prepare routing instructions speedily, accurately, at low cost. 

Let us demonstrate how Addressograph routing | —— 
procedures can serve your business. Contact your : 
nearby Addressograph office or write Addressograph- 


Multigraph Corporation, Cleveland 17, Ohio. 


Addressograph-Multigraph 


SERVING SMALL BUSINESS + BIG BUSINESS + EVERY BUSINESS 


© 1960 A-M Corporation *Trade-Mark 


John L. Customer 
2345 dain Street 
Anywhere 24, U.S.A. 


REPORTS 
Make sure the right 
number of copies 
reach the right 
people at the 

yy right time. 


DELIVERIES-—Conritrol truck 
stops and delivery quantities. 


One of more than 100 different 


Addressograph plate styles adaptable 


to routing requirements. © 


SERVICES-Schedule 
preventive maintenance 
in the plant, service 

calls on customers. 
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Better ways 
to run a business 


re’s a way to 


TURATE PLANT 
ITH SAFETY REMINDERS 
Suddenly at Gates Rubber Co., 
safety rules were everywhere 
rkers looked—on bulletin boards, 
the company newspaper, in spe- 
1 newsletters, on pocket sized 
ds. 
An article in the plant paper set 
> theme of the promotion. It told 
a clumsy father who stuck him- 
f with a safety pin while chang- 
y his child’s diaper. The safety 
1 became the reminder that pro- 
tive clothing, equipment and de- 
es are only effective if used 
yperly. 
Safety pins were used to post 
icards in each department. These 
inch signs displayed one rule for 
o days. Then it was replaced 
th another rule. 
After the safety drive had run 
veral weeks, a contest was an- 
unced. The entry blank carried 
» 16 safety rules with a key word 
itted in each. 
Contestants filled in the missing 
rds along with an estimate of the 
mpany’s accident rate—carried to 
» fifth decimal place—for the 
-month period coinciding with 
: contest’s close. 
Progress News carried a rundown 
how the accident frequency rate 
s figured. It emphasized no slide 
e calculations were needed. It 
d workers simply to pick a num- 
from one to 14, place a decimal 
int and five figures after it. 
The article recommended a low 
imate and a safety performance 
m everyone to make the predic- 
n accurate. 
[The 10 people closest to the 
ual accident rate were winners, 
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provided they knew all the missing 
words in the 16 rules. 

Safety Director Earl E. Gold- 
smith reports the saturation safety 
campaign worked. Workers focused 
on the rules and remembered to fol- 
low them. 


Here's a way to 


SPUR SALES 
WITH WACKY AWARD 

Evidence to support the value of 
a well planned sales contest was 
General Electric's experience with 
a “Sell the GE Seal in ’60” cam- 
paign. 

As a direct result, transformer 
sales zoomed throughout the coun- 
try, with the top district reaching 
218% of quota. 

At the start of the campaign, 
Marketing Manager J. M. McDon- 
ald announced a secret award—one 
no sales organization had ever won 
before. 

GE adopted a gold seal as a sell- 
ing theme to symbolize “Certified 
Full Value” medium transformers. 

The secret award for the best job 
of selling the seal turned out to be 
a seal. Not just any kind of seal, but 


Real live seal was secret spur in recent 


“Sell the GE Seal’’ sales contest. 


1 
1 
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PLANNING A NEW 


TRUCK DOCK? 


KELLEY’S ete 
FREE 


DOCK 


KIT 


Can Help Yout=) 


Whether you're at the blueprint or 
‘Gust thinking” stage, you need Kelley’s 
brand new reference booklet on loading 
dock layout. It provides important 
data on driveway, aisle, canopy and 
door requirements, dock heights, cur- 
rent truck-trailer dimension restric- 
tions, etc. Also, includes complete 
specs on industry’s No. 1 Adjustable 
Dockboard— Kelley’s ADJUST-A-LIP. 
Make yours a modern, efficient and 
safe dock operation. Act now! Mail 
coupon today! 


LIP ADJUSTS OUT... 


AUTOMATICALLY! 


LIP ADJUSTS IN... 


AUTOMATICALLY! 


DOCKBOARD ADJUSTS 
UP AND DOWN... 


4 


AUTOMATICALLY! 
Get the FACTS! 


FRE Send for details TODAY! 


LJ FREE KIT — ‘‘How to Plan a Profitable Truck 
Dock Operation.'’ Get Booklets on Dock Safety, 
Modernizing, Levelation Data, Dock Designs, etc. 


(D) FREE SURVEY — No obligation. 
Tear out and attach this coupon to your 
letterhead. Sign your name and mail to: 


KELLEY 


COMPANY 


INC. 
2163 W. MILL ROAD 
MILWAUKEE 9, WISCONSIN 5 


(Circle number 136 for more information) 
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On this adding machine, 
you see mistakes 
_ before they happen 


Notice the little window above the keyboard? No other ten-key 
adding machine in America has it. This “Check Window” allows 
the operator to see her mistakes before she makes them. 


Other ten-key adding machines are “blind.” The operator can’t tell 
what figures she has entered until they’re added or printed. And then 
it’s too late. But on the Friden Model ACY adding machine, the 
Check Window dials let the operator verify the entry—or correct it— 
before it’s added or printed. The result? Significantly fewer mistakes, 
far less time wasted in error correction. 


Accuczacy, plus speed, versatility and downright ruggedness, make the 
Friden -.CY your wisest choice in adding machines. Call your local 
Friden Man or write: Friden, Inc., San Leandro, California. 


THIS IS PRACTIMATION: automation so hand-in-hand with prac- 
ticality there can be no other word for it. 


© 1961 FRIDEN, INC. 


iden 


SALES, SERVICE AND INSTRUCTION 
THROUGHOUT THE UV. Ss. ANSD WORLD 


(Circle number 105 for more information) 


the barking, ball balancing, fish 
ing kind. 

South Atlantic salesmen, ope 
ing out of Charlotte, more t 
doubled orders needed to fill t 
quota—and copped the seal. 


Here's a way to 


HELP DEALERS 
POLISH UP SALES APPROA(t 

Armstrong Cork Company he 
novel method to capture an a 
ience and clinch a sales message 

At its exhibit booth at the Lo 
ville Mobile Home Show, free sl 
shines were offered to deal 
While receiving the shine, t 
viewed a sound-slide film on | 
to polish up tactics for selling A 
strong products. 

The same idea might be used 
an intrepid salesman to get a f 
in the door of hard-to-see prospe 
He could ask the secretary to re 
this message: “Tell him [ll take 
more time than it would take to 
a shine. In fact, I'll give him 
shine!” 


Here’s a way to 


DECLARE A DIVIDEND 
ON WAGES 


Eastman Kodak has found a d 
dend on wages an effective dey 
to cement employee loyalty ; 
productivity. In fact, it has worl 
so well that wage dividends h: 
been regularly declared ever sit 
founder George Eastman institu 
the incentive device in 1912. 

Your company might find a s 
ilar approach to be a successful 1 
tivator for workers. Here is the 
tern of the Kodak plan. 

To participate in a dividend, 
individual must be on the pay: 
on the last day of the business ye 
Temporary layoffs do not disqua 
anyone because dividends are— 
portioned for time spent on the j 

The wage dividend is based 
annual dividends declared on cc 
mon stock and on the worker’s ea 
ings over the five preceding ye 
Such earnings include regu 
wages, overtime, sick and vacat 
pay, suggestion awards and tuit 
refunds. Prior dividends are 
cluded. 

To use 1959 as an example, wl 
$1.80 a common share was 
clared, each eligible employee 
ceived $34.50 for each $1,000 
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rned during the last five years. 
Broken down, this represents 
%% for each 10 cents of stock divi- 
nds declared between 35 to 90 
ats per common share; plus 0.1% 
each 10 cents from 90 cents to 
AQ; plus 0.05% for each 10 cents 
m $1.40 to $2.20. 


sre’s a way to 


=NEFIT BY 

JNCHED TAPE ACCOUNTING 
You can often achieve big gains 
-automation without big equip- 
nt investment. Experience at 
rker-Hartford Corp. proves it. 
Since this Connecticut manufac- 
rer instituted mechanized, one 
iting, punched tape accounting, 
has saved over $5,000 annually in 
srical costs alone. 

Here, in brief, is how its new au- 
nated system works. Statistical 
ta is collected and summarized. 
| operator enters on the Snychro- 
pnroe punched tape adding ma- 
ine the accounting codes and 
younts. The perforated tape is 
on immediately processed by an 
tside service bureau. Printed re- 
rts are returned to serve as the 
tual schedule of payroll costs and 
neral ledger figures. Filed by 
mth, these reports become— 
thout recopying—the company’s 
tual records. 

Besides greater speed, accuracy, 
d maximum accounting detail of 
> new mechanized system, many 
1e consuming steps have been 
minated. These include posting 
d balancing of ledgers, prepara- 
n of trial balances and financial 


itements. 

As a direct result, one of three 
counting employees has been as- 
ned to another position, and tem- 
rary recruiting of help for up-to- 
te statistical reports is a thing of 
a past. 


ichro-Monroe punched tape unit 
vides optimum accounting detail. 
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WHY 


VACATION 
IN A ROOM? 


Our Apartments Cost No More 


A charming 20 acre Gulf-side colony in the heart of 
this famous resort area, Excellent fishing, golf and 
attractions. Overlooks 1000 feet of Florida’s most 
beautiful white sandy beach. Choice of 180... studio, 
one or two bedroom apartments. Famous cuisine— 
cocktail lounge. For brochures and reservations write 
TAYLOR E CARR, Mer. 


Vacation Apartments 
On The Gulf of Mexico 

6800 Sunset Way, P.O. Box 6218-E 
St. Petersburg Beach, Florida 


Apartments for 2 to 4 people 


Apr. 25 - Dec. 15, $32 - $70 wk Jan. 15 - Apr. 1, $90 - $180 wk 
Dec. 15 - Jan. 15, $60 - $110 wk Apr. 1- Apr. 25, $60 - $110 wk 


Special Seasonal and Monthly Rates 


(Circle number 133 for more information) 
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How 


Sire: 


x 
for comparisons and figure ES 
analysis. Everyone will be pleased. ...i is 
New Hano VERTI-BAR Tab gee x 
Forms with shaded vertical : a 
or horizontal columns are the = 

# answer. They are worth looking ed 
% into right away. s 
i EASY REFERENCE 4 
sek =O EXTRA COST re 
i = FREE SAMPLES e 
CES SS nae oa ma ar eR ean eRe 
ses 2 
R ON Go, 8 COM Pan ys brit tata tara pecans ine uewiaet rs 
if ‘ 
ae Street 
3 Holyoke, Massachusetts 
p Branch Plant — MT. OLIVE, ILLINOIS City 
; Ripe INRA eat oe ETRE Reeeaa 
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Better ways to measure 


by C. Wilson Randle and 


Willys H. Monroe, Partners 


Booz, Allen t+ Hamilton 


No executive can give his best work if he isn't told how he is doing. Yet some compani 


never bother to measure executive performance. Others use weak or inaccurate ratii 


methods that often do more harm than good. In this article you will find examples 


some of the newest, best methods that alert firms now use to pinpoint how their key m 


measure up. This report is based on a major research study that was recently complete 


ms An accelerated 
interest in better ways to evaluate 
executives is rising among manage- 
ments of leading companies. This 
increasing concern does not arise 
solely from the unavoidable neces- 
sity of appraising and _ selecting 
managers to replace those lost 
through resignation, retirement, 
termination, or other causes. Inter- 
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est in appraisal also reflects the 
growing crisis of filling manage- 
ment jobs in the 1960's. 

For one thing, a recent study of 
executive ages discloses that 60% of 
the incumbent top management 
personnel will have to be replaced 
over the next 10 years.* A pre- 
dicted 50% increase in Gross Na- 
tional Product by 1970 not only will 


have to be achieved with this tu 
over of nearly two-thirds of m: 
agerial talent, but the most eligi 
management group (30 to 

years) will actually decrease | 
in population in the next 10 yee 


*"K COMPARISON OF EXECUTIVE AGE 
Leer Booz, Allen & Hamilton, Oct 
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>xecutive performance 


nding the best executives in a 
rinking universe of possibilities 
ry well become the primary man- 
ement problem of the approach- 
x decade. The job is obviously not 
ing to be an easy one; in fact, as 
ne passes, it will become more 
d more difficult. 

Small wonder, then, that com- 
nies are looking for means to 
ike appraisal of management tal- 
t more effective. All have “ways” 
appraise—ranging from supervi- 
‘y opinion to more formalized 
proaches. Although it is true that 
st companies still rely solely on 
9ervisory judgment, the more 
gressive companies have turned 
a better rounded and more ob- 
tive approach. For example, a 
tailed survey of some 136 plans 
companies falling in this latter 
yup discloses that more than 80% 
ve adopted a more sophisticated 
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appraisal program to ensure im- 
proved executive evaluation.* 


A step forward 


In moving towards this objective, 
the majority of companies have 
followed the practice of looking at 
the manager's traits or characteris- 
tics by means of a factor and de- 
gree rating scale filled out by one 
or more persons familiar with the 
manager and his work. The more 
thoughtful companies employing 
this approach compare the trait 
ratings with position descriptions 
and man specifications as a basis of 
achieving a more informed judg- 
ment. This type of appraisal pre- 
sumes that if you know “what 
makes up a man” you can judge his 
actual and expected job perform- 
ance. 

A step forward, utilized by a 
small but increasing number of 
companies, is the “hard bitten” 
approach dominated by the atti- 
tude, “we don’t care what mixture 
of traits a man has as long as he 
gets the things done we expect him 
to accomplish. It’s the end result 
that counts.” Criteria used in this 
approach are such things as profit- 
ability of the company, division or 
department managed by the execu- 
tive being appraised, the inventory 
turnover record achieved, customer 
service, methods improvement, 
cost reduction, improving market 
position for a product, meeting 
sales goals, holding expenses with- 
in budget, making a technical eval- 
uation of a new material, reducing 


*”SURVEY OF MANAGEMENT APPRAISAL 
PLANS,” Booz, Allen & Hamilton, January, 
1960. 


lost-time accident rates, obtaining 
corporate financing at lower rates, 
making a merger analysis, laying 
out a five-year plan, reshaping cor- 
porate objectives, and _ similar 
things. It will be noted that these 
criteria are work oriented as con- 
trasted to personality or  trait- 
oriented approaches. 

The concept is to define and 
measure the work accomplished 
during the time period under con- 
sideration. Every company—what- 
ever its size or industry—has spe- 
cific measurements that can be 
brought to bear upon the manage- 
ment person, whatever his position. 
It does take extra effort to identify 
and work out these criteria, but 
the appraisal yield is significantly 
improved by the effort. It should 
also be indicated that, as the ap- 
praisal moves from the more spe- 
cialized positions in functional 
areas to general management posi- 
tions, the task of establishing spe- 
cific and definite criteria becomes 
harder. 

The performance criteria should 


‘not be employed in a “general” 


way. The question is not whether 
the executive did well on a task, 
but how well? Interest is in the de- 
gree of accomplishment attained. 
If a goal was not met, what was 
the goal and how close was the 
actual performance? Thus, position 
expectancies or goals must be care- 
fully delineated ahead of time, and 
the company records must disclose 
the specific achievement against 
these pre-set goals. 


The approach 


Methods to achieve the suggest- 
ed position measuring criteria vary 
from company to company in ac- 


65 


cord with their own particular 
needs. However, the following sim- 
ple procedure illustrates the ap- 
proach. 


1. Set performance goals. At the 
start of the time period—usually the 
start of the fiscal or calendar year— 
a list of the key results which are 
expected to be accomplished by 
the management person during the 
year are drawn. These goals might 
be in the form of specific and 
quantitative results such as _profit- 
ability, share of market, reduced 
costs and product improvement; or 
they might be in less tangible terms 
of managerial success as evidenced 
by such criteria as successor devel- 
opment, organization improve- 
ment, policy determination, and 
the like. These targets can be es- 
tablished through a conference of 
the supervisor and the executive or 
by a management committee— 


About the authors 


C. Wilson Randle has been with 
Booz, Allen & Hamilton, a leading 
management consulting firm, since 
1952. Earlier, he served as dean of the 
School of Business, Western Reserve 
University. He holds a Ph.D. degree 
from the University of Kentucky. As 
partner in charge of management re- 
search at Booz, Allen t Hamilton, 
Wilson Randle has observed practical 
methods of management applied in 
scores of business organizations. 


Willys H. Monroe was named a 
partner of Booz, Allen last April. He 
joined the firm in 1952 after serving as 
senior consultant with Psychological 
Corp., and as a personnel administrator 
at Bigelow-Sanford Carpet Co. He is a 
graduate of Yale. In his new capacity 
at Booz, Allen, he serves as specialist in 
charge of management appraisal and 
development on a firm-wide basis. 


Note 


Other ways to measure executive per- 
formance are covered thoroughly in a 
new, 119-page research report pub- 
lished by the American Management 
Association. Called Setting Standards 
for Executive Performance: AMA Re- 
search Study 42, the book gives the 
detailed experience of fiwe major cor- 
porations. Copies are available at 
$3.75 from the AMA, 1515 Broadway, 
New York 36. 
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whichever best meets the com- 
pany’s pattern of operation. The 
important accent is to establish 
specific performance objectives 
and secure the agreement of the 
management person involved that 
these are fair, realistic and attain- 
able and within the scope of his re- 
sponsibility and authority. Impos- 
sible goals are frustrating and dis- 
couraging. Of even greater signifi- 
cance, however, is surety that 
the goals are high enough to 
“stretch” the ability of the execu- 
tive. This will keep him growing 
and will redound to both his benefit 
and that of the company. 

Caution should also be levied that 
performance expectancies be set 
with regard to the prevailing eco- 
nomic circumstances, the approach- 
ing competitive situation, special 
market conditions, subsequent con- 
tract (both labor and other) ne- 
gotiations, and conditions within 
the executive’s own area of opera- 
tion. The business climate in which 
an executive operates has a marked 
effect on his performance. If, for 
example, he manages a new divi- 
sion with a “hot” new product, ex- 
pectancies can be higher than for 
an “old line” division with a strong- 
ly competitive situation. If steel is 
in short supply because of a strike 
or otherwise, no amount of ability 
exercised against the position will 
be likely to push production ahead. 
If an executive is already running a 
“taut ship,” possible improvements 
may be small. If the operation is 
“loose,” possible improvements 
may be significant. If the economy 
is recessed, sales probably aren't 
going to meet last year’s record. 
These extenuating economic and 
business conditions need careful 
evaluation and reflection in the po- 
sition goals established. 

2. Record performance against 
goals. Both during the interim, as 
well as at the end of the year, ac- 
complishments against the estab- 
lished goals should be recorded 
and communicated to the con- 
cerned executive by his superior. 
Accomplishment can be recorded 
frequently against some goals but 
other performance can be _ tabu- 
lated only at the end of the year. 
Wherever a continuous or running 


record of work accomplishm 
can be kept, this is advisable si: 
it provides the executive witl! 
continuing basis for making adjr 
ments and improvements as 
goes along. It also provides a be 
for the superior’s counseling w 
the executive on how to achie 
improvements. 

3. Counsel on progress agai 
goals. The superior should coun 
with the executive on his achie 
ments against SEE goals as freque 
ly as this appears necessary a 
desirable. It will be wise and fe 
ible to do this more often for so 
performance areas and less of 
for others. 

Two purposes should motiy 
this counsel. First, by providing : 
vice and assistance during the ye 
the superior can improve the p 
formance of the executive agai 
established goals. This will be 
flected in a better appraisal res 
with obvious advantages both 
the concerned executive and 1 
company. 

Secondly, by working clos 
with the executive and_ shari 
thoughts, approaches, and _ sla 
with him, the superior achieves 
more insight and knowledge of 1 
man and can make a more inte 
gent and qualified appraisal th 
under circumstances where cl 
counsel does not prevail. 

4, Review final results agai 
goals. Both the executive and 1 
superior should study the final 
sults carefully to determine the r 
sons and the conditions, both ec 
trollable and non-controllak 
which caused certain performar 
to fall short (if this is the case) 
the expected goals. In conferen 
each performance area should 
examined and discussed and 
agreement reached as to the cat 
ative factors back of the p 
formance. Agreement should 
stressed. Going along with a dor 
nant supervisor—contrary to on 
honest beliefs about the matter- 
no way to achieve a really full « 
ecutive effort to improve perfor 
ance. 

It should be noted that the « 
velopment and proper use of p 
formance criteria as an apprai 
device is a process which requi 
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CONTROL AT 


AMERICAN PRESIDENT 


James D. Short, Supervisor of Tabulating, American President Lines 


THE SETTING: American President Lines oper- 
ates 30 cargoliners and 5 passenger liners. To 
make up voyage revenue and budget reports, the 
company collects and sifts mountains of data 
from scattered ports all over the world. 


Reservations from 18 offices, 30 principal 
agents and thousands of travel agencies funnel 
into San Francisco headquarters every 24 hours. 
Facts in foreign weights, measures and cur- 
rencies are converted to U.S. equivalents, sum- 
marized, and printed. The system also produces 
many other important reports. 


THE SYSTEM: Data received is put on punched 
cards. An electronic accounting machine proc- 
esses the cards, converting to U. S. standards, 
and prints the information on a daily summary 
sheet, an interim revenue report. This is revised 
daily as new figures come in and, in its final 
stage, is the final accounting. 


We did away with 300,000 postings!”’ 


After a ship has sailed, more incoming data is 
carded and radioed to sea. After a 120-day 
cruise, a budget report is run off, summarizing 
the vessel’s performance—estimated vs. actual. 
A final budget report compiled in 10 days, as 
against 8 man-months, is the basis of manage- 
ment decisions on cargo matters, revenue vol- 
ume, receipts and expenses, equipment needs, etc. 
The system speed-up resulted largely from elimi- 
nating 300,000 tedious manual postings a year— 
a crucial operating gain. The Moore forms in 
the system are the Line’s control in print. 


THE COUNSELORS: “We appreciate the system 
control and the help in forms design which the 
Moore man gave us,” says James D. Short, Super- 
visor of Tabulating. For more details on how 
Moore may be able to help with your problems— 
no matter what kind or size of business— write the 
nearest Moore office. No obligation, of course. 


MOORE BUSINESS FORMS, INC. 
Niagara Falls, N. Y. * Denton, Texas 
Emeryville, Calif. * Over 300 offices 
and factories throughout the U. S., 
Canada, Mexico, Caribbean and 
Central America. 
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pe en a 2 


Figure 1. 
PERFORMANCE APPRAISAL 
Name Date of Last Appraisal This Date 


Position orTitle - Office or Division 


Date of Birth Joined Company Began Present Duties 


Ile RESULTS ACCOMPLISHED 


What has this individual achieved in observable results since 
his last appraisal? To what extent can the present status of 

his office or division be attributed to him? Consider quality, 
quantity, costs for which he is responsible, meeting deadlines, 
etc. Cite facts and figures whenever possible. 


For example, and where applicable, consider such reports as: 


Overtime Turnover Over & Short Audits Customer Comments 


Income & Exp. Analysis Routine Control Book Ratings of Others 


Employee Morale 


I. BUSINESS DEVELOPMENT 


Leads Interviews — Sales Deposits Non-deposits 


Where 
We 
19--(to date) 


Figure 2. 
APPRAISAL OF PERFORMANCE 


Name 


(Last name) (First (Initial) 


Present position 
Date, Age 


Joined company On present job 


APPRAISAL OF RESULTS 


(Review This Individual's Performance in Terms of Measurable Results 
Accomplished Since His Last Appraisal. Consider Each Area of Position 
Responsibilities as Defined in the Management Position Guide for This 
Position. Consider Quality, Quantity, Cost and Time Element of Work: 
State Facts and Figures Wherever Possible. Be Specific. ) 


1. OPERATIONS 


lr a SS —K— 


tt ORGANIZATION 


TC ere eee 


lil. PERSONNEL 


I 


IV FINANCIAL 
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continuing experimentation an 
“tailoring” over a period of yea 
before preciseness _ is achieve: 
Ideally, “standards” of performane 
should be sought in which vari. 
tions from standard (good ar 
bad) are the concern of appraise 
In establishing such a system « 
appraisal, some companies hay 
found it helpful to adopt a philo 
ophy that “it’s better to have 
crude yardstick than none at al 
as a first step and to seek refin 
ments in measurement in ensuin 


years. 


Approaches to performance 
appraisal 

The evolution of a more en 
pirical approach to performanc 
evaluation is clearly visible in pr 
vailing company plans. Also note 
is the rather interesting variety « 
approaches as companies seek 
performance appraisal method mo 
suited to their particular needs. 


1. Open end approaches to aj 
praisal. There are a number of con 
pany plans which can be calle 
“open end” performance evalu 
tions. They are so termed becaus 
the appraiser is asked to suppl 
whatever specific performance ey 
dence he feels is pertinent. Som 
suggestions of things to be looke 
at are supplied, but the primary r 
sponsibility for the evidence to b 
observed is left open. Moreove 
the appraiser is not asked to evali 
ate the man against pre-set, en 
pirical accomplishment expect 
tions. The closest approach to th 
latter point is asking the appraise 
to judge the man against the pos 
tion’s responsibilities. Two exan 
ples are shown as illustrative of th: 
approach. 

Figure 1 shows an approach en 
ployed by the County Trust Co. i 
Westchester, N.Y. The first sectio 
deals with identification of the iz 
dividual to be evaluated, his pos 
tion, age, and length of servic 
Such information is basic if th 
evaluation is to have the correc 
focus. 

The second section of the ay 
praisal has to do with seeking spt 
cific evidence of results accom 
plished. Earlier approaches in th 
evolution of this form did not hay 
the examples shown here. Th 
more “open ended” approach of th 
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rlier effort was not so productive 
Beneible evidence as in the lat- 
case, where examples have been 
Spliced. Business development is 
particular value to the banks, so 
is area has been singled out for 
ecial attention as shown in the 
cond part of the appraisal. 
Points to be noted from this ap- 
pach are the qualifying informa- 
nm required to identify the per- 
n being appraised, the obvious 
ve to encourage the citation of 
ecific and measurable accom- 
shments (improved by suggest- 
examples of reports to be ex- 
uined for such evidence), and the 
shlighting of a special area of 
complishment for accent. 
Figure 2 shows the approach util- 
d by a major food processing 
m. The identification section is 
nilar to that employed by the 
nks. The performance appraisal, 
wever, has some noteworthy dif- 
‘ences. Although suggested ex- 
ples of reports to be reviewed 
» not employed, as in the pre- 
us example, this approach does 
ll for the appraisal of the person 
ainst his position responsibilities. 
lus, some evaluative “bench- 
irks” are supplied, however gen- 
ul these may be. The second 
yjor point of difference is asking 
-an appraisal of each of the four 
2as_ of the business which are 
nsidered especially important to 
> company concerned. This en- 
ges upon the former example 
lich basically singled out only 
e area, business development, 
special attention. 
The major point added by this 
cond example is requiring the 
praisal to be made against full 
sition responsibilities. The first 
ample, of course, moved in this 
ection by asking for considera- 
n of * quantity, quality, costs for 
lich he is responsible .. .” but 
t so completely. If the position 
ponsibilities in the second com- 
ny tend to be specific rather than 
neral—the appraisal will likely 
better. 
2. Closed end performance eval- 
tion. A second group of compa- 
s employs a “closed end” ap- 
ach to performance evaluation. 
is approach seeks a specific eval- 
tion against set or established 
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PLANT MANAGER 


RESULTS EXPECTED ACTUAL RESULTS ACHIEVED 


1. Production to meet monthly requirement Production averaged within plus or minus 


schedules within plus or minus 9%. 7.8% 


2. Hold scrap loss to 5% and defective 
returns to 2%, 


Scrap loss was 4.8%. Defective returns 


were 1.9% 
3. Install division-wide methods Direct labor cost up 7.6%. Only minor 
improvement program. Reduce over- improvements made, 
all direct labor cost 3.5%, 


4. Get five times turnover of raw and in- 
process inventories. 


Inventory turnover was 3.7 times 


5. Complete modernization program at 5, 
plant within limits of authorized 
appropriation by January 1, 1960. 


Work completed December 15, 1959, 
at $2,814 under appropriation. 


° 
Figure 4, 
EVALUATION OF PRESENT PERFORMANCE 
Name of 
Employee: Branch: Function: Operating 
No. Emp. Supervised; Departments 
Position Time on Age: Salaried Supervised: 
Glatle: Present Years All other 
Position: Months Total 


A. Established performance standards measunng actual present performance for 
manager's branch against established reports: 


Date assigned as branch manager 


Chart A-Sales and Transfers Chart B-Branch Profits 


Fiscal Fiscal 


Year 53-4 54-5 55-6 56-7 57-8 58-9 59-60 Year 57-8 58-9 59-60 


53-4 54-5 55-6 56-7 


a D- ata Profit to Investment 


53-4 54-5 55-6 56- Jit 


% Chart C-%Branch Profit to Sales % 
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Figure 5. 

DIVISION 

NAME POSITION 

Age Years with company Years on present job__ College attended No. of years 
Years experience in accounting Buying Credit Operations(including warehousing) 
Sales Other (including other companies) Divisions in which employed (and years) 


Courses attended: Sales Management Operations Management Division Management 


Others (including adult education) 


JOB PERFORMANCE 


1959 1960 
1957 1958 Actual Goal Goal 
PROFIT & LOSS DATA 
Total sales ($000) $ $ $ $ $ 
Incr.-decr. % % % %p % 
Gross profit % % % % To 
Operating expenses % To % Jo % 
Net profit % % % To. Te 
FINANCIAL DATA 
Inventory turnover (times) 
Actual to standard % % % % % 
Days sales outstanding 
Reserve to receivables % To % % % 
Turnover of net inv. & recv 
Return on net inv. & recv % % % % To 
PRODUCTIVITY DATA 
Average line extension $ 
Operating index-warehousé % % % % Te 
-office % % % % % 


SERVICE TO CUSTOMERS 
Errors per 1000 items 
Omitted items (% total lines) % % % % % 
Invoice with the goods 

Prompt & dependable delivery 

Prompt handling of claims 

Special service on RX mdse. 


BUILDING FOR FUTURE-What steps have been taken during the past year to increase 
long-term profits in each of the following areas: 


Management staff 


Sales force - Number of sales trainees: Standard 
To be hired Quality of selection and training 
Method improvements 


Maintenance of building and equipment = 


In training 


1 © ANALYSIS OF PAST YEAR'S JOB PERFORMANCE 


Where goals were attained, describe 


Where goals were not attained, 
what was done. 


describe the reasons. 


II, PLANS FOR MEETING THIS YEAR'S GOALS 


Describe your plans for meeting the goals for your job (see Part 1) for the year 

just beginning in terms of things to be accomplished and improvements to be made 
This is a plan of action for the year and a basis for 
accomplishments and progress, 
were not attained last year. 
assistance, 


periodically reviewing 
Be specific. See Part 1 for items where goals 
‘Indicate how each item is to be accomplished; what 


if any, is needed and from whom, show priorities, 
to begin, and when to be finished. 


important things. 


when each item is 
Don't try to include everything, just the most 
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- 
erformance criteria (or accou 


ability factors). Standards, eit 
absolute or relative, are provid 
The discretionary selection of | 
praisal evidence which charaet 
ized the “open end” approach 
avoided. The closed end perfor 
ance evaluation is a further step 
securing a precise measurement 
performance. Such an approé 
may, of course, be poorly suited 
certain positions or certain cc 
panies. Nonetheless, it can be e 
sidered a refinement in perfor 
ance appraisal. Several approac. 
are illustrated. 

Figure 3 illustrates the apprai 
method employed by Ameri 
Radiator and Standard Sanit 
Corp. Of note are the spec 
expectancies laid out for the pl 
manager and his exact accompli 
ments against those expectanc 
This approach is illustrative o: 
principle. More or fewer expect 
cies could be established, depend 
upon the character of the posit 
or the nature of the company. I 
evident that such an approach p 
vides a very tangible and ex 
basis for talking performance. I 
presumed that each expecta 
will be examined and the exte 
ating circumstances brought 
light. It is important to note t 
the “judgmental” area is minimi: 
and objective measures of perfo: 
ance accented. Not much roor 
provided for evasive action. 

Figure 4 shows one part of 
appraisal approach of Fairm 
Foods Co., a major food pro¢ 
sor and distributor. This ill 
trates how “historical” charts 
key operating and financial ra 
can be employed in the appra 
process. Needless to say, one wo 
employ only those ratios over wk 
the person being evaluated | 
control and could affect by gooc 
poor position performance. 

Figure 5 shows a rather c 
prehensive approach to perfo 
ance evaluation employed 
McKesson & Robbins. Seve 
points should be noted. 
identification section of the 
praisal is much more complete t 
is usually the case and should ] 
vide a sounder frame of refere 
for appraisal. The five areas of ] 
ticular concern to the company 
segregated for attention and e: 
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Calculagraph 500 Series automatically 
computes actual labor time — eliminates 
error-ridden manual methods. 


Your data collection system can be 
greatly simplified and attain greater 
accuracy with the new 500 Series Cal- 
culagraph because this completely new 
computing time recorder, based on the 
time-tested Calculagraph principle, com- 
putes as well as prints the actual time 
worked on any given production job. 
There are no complicated levers or but- 
tons to set. The 500 Series makes the 
decisions. Production workers merely 
insert job cards at the “start” and 
“finish” of the job. The 500 Series does 
the rest. The actual time worked, with 


INDUSTRIAL DIVISION 


nonworking periods automatically de- 
ducted, is printed on the job card and 
ready for processing. 

The 500 Series dovetails easily with 
any internal data processing system or 
outside service center. In smaller sys- 
tems where the volume does not justify 
the use of machine accounting, this new 
computing time recorder can be a sys- 
tem in itself. 

Investigate this new 500 Series now. 
Write or call for more details and, if 
possible, send us samples of your job 
cards for analysis. 


CPALCULAGRAPH Compony 


277 Ridgedale Avenue, Hanover, New Jersey 


(Circle number 127 for more information) 
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data are required under each. Ac- 
tual performance for the year is 
compared with immediately pre- 
ceding years and with the goal for 
the present year. Thus, the perform- 
ance trend can be noted, as well as 
the degree of effectiveness in attain- 
ing present year goals. These trends 
and performance against expecta- 
tion are considered in establishing 
goals for the year to come. 

The second page of the ap- 
praisal form (shown as Part 2 of 
Figure 5) indicates a constructive 
approach now being used by a 
number of prominent companies. 
Here the executive being evalu- 
ated is asked to explain the bases 
of his accomplishment or lack of 
such, and his plans for meeting the 
goals established for the coming 
year. This provides the logic or the 
reason back of past and expected 
position performance. Asa princi- 
ple, this approach has much to 
commend it. 

Figure 6 is an example of how a 
major chemical company goes 
about its position performance 
evaluation for plant superinten- 
dents. This approach is similar to 
the one just preceding, except for 
one or two points which emphasize 
other variations in approach. Of 
particular note is the comparison of 
the person being evaluated with 
others in comparable positions or 
functions. As will be apparent in 
the examples examined, the ap- 
proach in most plans is the “abso- 
lute” one of looking at how the 
person has performed against the 
historical record or against present 
expectancies. In this plan, how- 
ever, another facet is introduced— 
the “relative” appraisal or how the 
man looks when compared with 
others in similar positions or 
groups. This relative approach is an 
asset and worth considering. 

3. The combined approach. As 
earlier mentioned, a number of 
companies have improved their 
performance appraisal by employ- 
ing both a “trait” as well as a per- 
formance expectancy approach. 
The logic behind the combination 
approach is that it may help tell 
the company “why” along with 
“what” was accomplished. In addi- 
tion, a case can be made that “trait” 
evaluation is useful in helping to 
forecast the potential success of the 
executive in another and _ higher 
position of different requirements. 
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PERFORMANCE EVALUATION 
(Plant Superintendents) 


Figure 6. 
Name Location 
Date Time on 
Employed present job 


1. Quality control: 

Deviation from 
standard analyses 
Last Previous 
year year 

x 

2% 

Zz == = 
Over-all chemical control rank 


JI. Labor utilization: 


Labor cost*per ton 
Previous in in 


Last 
year 


Operation 

Wet mix 

Dry base 

Shipping of mixed goods 
Shipping of bulk goods 
Unloading 

Granulation 

* Labor Cost based on $1 labor rate. 


II]. Maintenance and housekeeping: 


Maintenance cost last year 
Maintenance cost ranking last year: 


Rank 


Date 
Job title 
Date of 
last increase Age 
Percent w' thin 
tolerance allowed 
ee Ee Ee es ena 
Last Previous 
year years Ran’ 


|---| 


Percent 6f shipped goods returned 


group 
out of 
out of 
out of 
out of 
out of 
out of 


Previous year 
Ranks 


out of in group. 


Statement of condition of factor and equipment: 


IV. Labor relations: 


No. of grievances last year 


‘Evaluation of negotiation performance: 


V. Employee safety: 


No. lost-time accidents last year 
Accident frequency rate 
Accident severity rate ; 


Ee 


Ranks 
Ranks 
General reaction to safety suggestions, 


o. to arbitration 


out of in group. 
out of in group. 
ability to conduct safety meetings, etc.: 


Figure 7 illustrates this combina- 
tion approach, as used by Fair- 
mont Foods. The “A” part of the 
form deals with the evaluation of 
performance where there are es- 
tablished standards against which 
the manager's performance can be 
rated. The “B” part deals with per- 
formance factors where there are 
no established standards. It can be 
agreed that both sets of factors are 
highly important to business suc- 
cess. 

Figure 8 is the approach utilized 
by W. T. Grant, the national 
chain store. It can be noted 
that, although the approach is 
somewhat less empirical than the 
preceding method described, the 
coverage is quite thorough and 
subjected to degree differentiation. 
Five major areas have been iden- 
tified for special appraisal atten- 


tion—56 individual “trait” and “pe 
formance expectancy” factors ai 
rated. This is illustrative of a 
other approach to the combinatic 
rating approach now increasing 
popularity. 


Conclusions 


The large majority of busine 
firms rely solely on the judgment « 
a manager’ superior for perforn 
ance appraisal. Experience shov 
the margin of error inherent in th 
approach is too large to tolerat 
Thus, forward thinking executiv 
have moved their companies to 
more thorough and objective pro 
ess of performance evaluation. | 
the process of evolution, the fi 
move has been towards “trait” a 
praisal conducted by several pe 
sons—whether they act as a cot 
mittee or independently. This a 
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ACTICAL CONTROL OF OFFICE COSTS 


YOU CAN 


slash 


office 


fen to what they are saying 
out if: 


commended!” 


PRACTICAL 
CONTROL 
OF OFFICE cosTs 


Wall Street Journal 


. the best and most practical book 
the subject I have read.” 


. Hogan, Treasurer, American Molasses 
New York 


costs 


4 O to ob Gf %o IN A FEW MONTHS 


That’s the promise in an important new 


. provides information that 
office administrator can use for 
clive control of his costs.” 


es Alexis, Controller, Beauty Counselors, 
Grosse Point, Mich. 


. extremely well written and, 

ugh easy to read, delves deep into 
subject .. . the book constitutes 
lajor contribution to the work 
asurement and cost control 


=.” By H. B. Maynard, William M. Aiken and J. F. Lewis 


Management Review, published by Ameri- 


book by three experienced authors 


Management Association 


{ERE IS A LOW-COST, highly effec- 

approach to office cost control 
n approach that is tested and 
ven. It works even if you have 
more than five people doing re- 
t work in your office. 


> book is written by the presi- 
t of one of the world’s most 
aly respected management con- 
ing firms, H. B. Maynard, and 
. of his associates in the H. B. 
ynard Co. 


> Maynard approach to office 
t control and reduction is based 
a set of standard time values 
ering 95% of all office tasks— 
eless data developed during 
rs of painstaking work. 


‘se time values, called Universal 
ce Controls, are published for 
first time as part of Practical 
trol of Office Costs. 


lally important, the book spells 
—in clearcut, step-by-step, easy 
understand language—how to 
ly these controls with full em- 
yee cooperation. It tells how to 
ak down the barriers that have 
sed today’s tremendous differ- 
al between office and factory 
put. 
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Just buying this book will not solve 
all your problems of office cost re- 
duction. But if you apply with 
properly qualified personnel the 
program set forth in this book, you 
can definitely expect office per- 
formance to go up to as much as 
80 to 100%. And the program it- 
self costs no more than 1% of 
total office costs. 


Practical Control of Office Costs 
helps you answer key questions 
like these: 


How many people do we really 
need? When is overtime justi- 
fied? Which new equipment 
can pay for itself? How long 
should it take to type a letter 
... find a folder ... make a 
phone call... total a column 
of figures? 


Practical Control of Office Costs 
has been called one of the biggest 
contributions to management in the 
last decade. It contains 10 idea- 
packed chapters, 36 tables of stand- 
ard time values in seven major 
categories of office work, I1 stand- 
ard allowances for miscellaneous 
work, plus six helpful forms. 


YOU RISK NOTHING ... PAY ONLY $12.75 
IF SATISFIED AFTER 10 DAYS 


Management Publishing Corp., Room 1 
22 W. Putnam Ave., Greenwich, Conn. 


Please send me PRACTICAL CONTROL OF OFFICE 
COSTS for a FREE 10-DAY INSPECTION. | will 
either keep the book and you can bill me_ for 
$12.75 as payment in full, or | will return it and 
be under absolutely no obligation. 


Bill my company [_] 


eo, See oe Lone. tie Bolatel eas. ce 


Firm NAME ..ceoeccccreeseeveerserecvces 


Bill me [| 


Title ose ereeeeoereeeeoeeeeeeeeeeeee eee ee 


Street cree eeoeeeoeoeeereereeoeeeseereeee ee ee 
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: 
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The Template Group 


crisp new design 
in office furniture 


Now quantity production 
makes advance styled furni- 
ture affordable and practical 
for the general office. Inter- 
changeable components al- 
low unlimited combinations. 


Write for free brochure. 


THE LEOPOLD COMPANY 
Burlington, lowa 


(Circle number 111 for more information) 


INTRODUCING THE NEW 


DRY DEN-EAST 


HOTEL 


39th St., East of Lexington Ave. 


NEW YORK 


Salon-size rooms ¢ Terraces « New 
appointments, newly decorated 
New 21” color TV e FM radio e New 
controlled air conditioning « New 
extension phones in bathroom « New 
private cocktail bar e Choice East 
Side, midtown area ¢ A new concept 
of service. Prompt, pleasant, un- 
obtrusive. 


Single $15 to $22 Suites to $60 
Special rates by the month or lease 


Robert Sarason, General Manager 


ORegon 9-3900 


proach rests upon the implicit as- 
sumption that: 

“Every executive is composed of 
a mix of qualities or characteristics 
—complex and never quite dupli- 
cated in any other executive. Some 
are associated with work perform- 
ance, some are mental, and some 
are personal. 

“In individuals, certain of these 
characteristics are outstanding, the 
majority are average, and a number 
are weak. The promotability (or 
success) of an executive is deter- 
mined by what qualities are out- 
standing and what qualities are 
weak.”* 

Thus, the trait approach seeks 
identification and appraisal of the 
characteristics and the mix of those 
characteristics which the execu- 
tives possess. Having made this de- 
termination, this approach would 
say that a judgment could be made 


*C. Wilson Randle, “HOW TO IDENTIFY 
PROMOTABLE EXECUTIVES,” Harvard Busi- 
ness Review, May-June, 1956. page 123. 


of both the manager's present pos 
tion success as well as his potenti¢ 
for other and more advanced pos: 
tions. 

Like many other managemen 
functions, the end result is no bet 
ter than the persons conducting th 
appraisal or levying the judgment 
involved. Possession on the part o 
the rater of the ability to rate ii 
terms of adequate knowledge o 
subordinate behavior and person 
ality traits and of the willingnes 
to make discriminating judgment 
in intangible factors are two built 
in hazards of this system. Althoug] 
it is recognized that the trait eval 
uation approach is a significant im 
provement over the individual ap 
praisal judgment by the person 
superior, further moves have beet 
instituted to make the appraisa 
process more effective. 

The next apparent step in th 
evolution of performance appraisa 
has been towards establishing spe 
cific empirical accomplishmen 
goals against which the executive i 


Figure 7. 


PERFORMANCE EVALUATION 


Name of 


Employee: Function: Sales 
Position Time on Age. No. Emp. Supervised: | Departments 
Title: Present Years Salaried Supervised: 
Position: Months Route Sales 
Other 


]. Evaluation of Present Performance: 


A. Established Performance Standards: 


Actual present performance for manager's area measured by established reports. 
(Check only factors applicable to employee's department): 


Factor 
1. Average Performance Rating 


Supervisory Plan: 
Volume Factors Only 


Established Performance 
Report Performance | Actual (for 
Source Norm 12 mos.) 


Weighted Performance Rating All Factors 


2(a)Bad Debt Losses % Credit Sales 
(1) Wholesale 


(2) Retail 


(b) Past Due Outstanding % Total Sales 
(1) Wholesale 
(2) Retail 


aa 
an 
a 


Comments: 


| ae 


B. No Established Performance Standards: 


Actual present performance evaluation represents your judgment on employee's 


performance in following areas: 


Factor 
Job Knowledge 
2. Supervisory Performance 
3. Cooperation With General Office 
Marketing Departments | 


4. Profit Consciousness 


Check Column Which Best Describes 


Present Performance 


Es -* = Pais ee ieee 


5. Ability to Meet and Work With 
Customers 


Comments: 


a NEE 


MANAGEMENT METHOD 


YOU'VE 
GOT T0 
AND IT TO 
THIS MACHINE 
FOR COPYING 
VERSATILITY! 


Ea? =. Go. With Bruning Copyflex copying, you reproduce, from one 

oe original translucent form, all the different documents or 
copies necessary to complete a business operation — 
order-invoice, purchasing-receiving, production control, 
accounting, etc. Copyflex flexibility lets you add, block 
out, or change information on the original form, make 
copies of the revised form or any part of it as necessary. 
Copyflex originals can be used individually or incorpo- 
rated in snap-out or continuous forms. Best of all for busi- 
ness systems or general copying, Copyflex copies cost 
only 1¢ each for materials for letter size. To suit your 
needs and budgets exactly, Bruning offers the widest 
range of copying machines and materials available today. 


Charles Bruning Company, Inc. Dept. 1-G 
1800 Central Road, Mt. Prospect, Ill. 
Offices in Principal U. S. Cities 

In Canada: 103 Church St., Toronto 1, Ont. 


BRUNING 


Please send me information onCopyflex for business 
systems and general copying. 


Name Title 
Company 
Address 
City 


(Circle number 125 for more information) 


N 
nr 
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Guard Yourtleart 


2 Control 
your weight 


6 Give to fight 
heart disease 


HELP YOUR HEART FUND 


HELP YOUR HEART 


For MORE WAYS 
TO PROTECT 
YOUR HEALTH 
SEE PAGE 32. 


76 


a a YI 


Figure 8. 


PERFORMANCE APPRAISAL 


RATING DETAIL 


Consider each element on this page 
separately and independently. Check 
the block which best describes the 


MERCHANDISING 


Rate achievement of standards of store 
merchandising during the period of time 
covered by this rating 


employee or his work in terms of the 


following numerical classifications: 


Checking list ordering 


1, Outstanding 
Above Average 
Satisfactory 


Ordering seasonal merchandis 


Reordering new items 


Ordering promotional quantities 


Below Average 
Fa iling 


Ob wh 


PERSONAL QUALIFICATIONS 


Liquidation of over-age 
merchandise 


Window display 


INew spaper advertising 


Rate the characteristics of the employee 


Counter layout and display 


ventory control 


of time covered by this rating 


Control of markdowns 


as reflected in his work during the period E 
M 


erchandising pricing 


Evaluation of people 
ependability 


PERSONNEL 


(For managers with men-in-training) 
Rate-personal performance of training 
duties during the period of time covered 
by this rating. 


Imagination and originality 


Promptness of work 


Follows up progress in 


training program 


Initiative 


Administers progress tests 


Self-expression 
bility to plan & control 


Assigns departments for 
meeded experience 


Ability to delegate authority] 
Cooperation 


Trains in all phases of 
operation 


Leadership 


Observes time-off policy 


Encourages management 


OPERATION 
Rate achievement of standards of store 


point-of-view 


Rates objectively 


operation during the period of time 
covered by this rating. 


Stockroom operation 


Store maintenance & upkeep| 


Office operation 

Credit operation 
Employment of new people 
Personnel placement 
Training of store personnel 
Community activities 
Expense control 


Customer service 
Shortage control 
Luncheonnette operation* 


*Rate only if store has department 


Turnover 
Landed markup) 


Delegates needed authority 


STORE FIGURES 


Enter figures (or%) for the period of time covered 


by this rating. 
|This yearl Last year] District averag 


Sales increase | 


judged. This approach rests upon 
the “practical” conclusion that the 
traits a person possesses are rather 
irrelevant. What really counts are 
the results which the executive ob- 
tains—no matter his characteristics. 
Implementation of this approach 
requires a determination of the per- 
formance expectancies for an exec- 
utive, the keeping of records ade- 
quate to measure performance 
against these expectancies, and 
counseling with the executive dur- 
ing the course of the performance 
as well as on a post-mortem basis 
to achieve continuing performance 
improvement on the one hand and, 
on the other, derive the causative 
factors behind performance success 
and/or failures. 

As a matter of prevailing cus- 
tom, only a small fraction of com- 
panies has moved to specific 
“work oriented” appraisals. How- 
ever, the trend is strongly in this 
direction. 


The third step in the evoluti 
of executive performance apprai: 
is the utilization of both “trait” a 
“work oriented” performance « 
pectancies in a single system. T! 
has the advantage of providi 
some basis of “why” the executi 
has so performed and provides 
indication of his possible fute 
growth and potential. This @ 
proach recognizes that consid 
able hazard is present in the ec 
clusion “that a man does his pres¢ 
job well, so ipso facto he will de 
new and different job well,” a 
acknowledges that knowledge 
the contributing factors of dem« 
strated performance increases 1 
batting average of predicting — 
ture success. 

Using both trait evaluation a 
pre-set performance expectanc 
provides a balanced way of vie 
ing the executive which overcon 
many of the shortcomings pres 
in other approaches. 
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TNAM AVENUE, GREENWICH, CONNECTICUT 


A DIVISION OF SCHOOL MANAGEMENT MAG 


We can tell you where 


schools will be built 


RE GROUND IS BROKEN! 


LONG BEFO 


year, I can place on your desk a weekly 
d in your region. 


little as $125 a 
hool being contemplate 


For as 
Gtievety new -° 


report 
These reports cover contemplated new schools as much as 12 to | 
und is broken ~~ often before an architect 


18 months before gro 
is selected. | 


rmation dire ctly from the school district itself. 
n tell what kind of school will be puilt, its pro- 
ject t, what kind of special features it will have 


(auditoriums , gyms, shops, kitchens, etc.), and the target date 


tion to begin. 


We obtain this info 


In each case we ca 
ed size and cos 


for construc 


ver each of the 12,000 school 


h enrolls more than 300 
total national 


y state. 


since we CO 


he U.S. whic 
this data on a 


y county and b 


Best of all, 


districts int 
pupicw~ can supply 


basis, OF regionally b 
please drop me 4 note today: Lit 


lete details, 
mmediately- 


'@ like comp 
hure 1 


If you 
criptive broc 


mail you 4 des 
Sincerely» 


: Edwin D. Kline 


General Manager 


ices shown pelow, why 
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ick action? 
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How To Get Things Done 
Better And Faster 


BOARDMASTER VISUAL CONTROL 


Gives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors 

Simple to operate—Type or 
Cards, Snap in Grooves 
Ideal for Production, 
Scheduling, Sales, Etc. 
Made of Metal. Compact and Attractive. 
Over 500,000 in Use 


$4950 
FRE 24-PAGE BOOKLET NO. M-400 
Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 
YANCEYVILLE, NORTH CAROLINA 
(Circle number 132 for more information) 


Write on 


Traffic, Inventory 


Pi 4D PHD bt 


Full price with cards 


... CENSUS- 
PROVEN 
OUTSTANDING 
NEW 
INDUSTRIAL 
MARKET 


Census-proven one of 
the fastest growing 
states in the nation 
...Survey-proven one 
of the outstanding 
new industrial mar- 
kets, Colorado offers 
new industry Profits 
with Pleasant Living. 


Discover the new markets and opportuni- 
ties awaiting your company in Colorado. 
“Site-See’’ Industrial Colorado now...right 
at your desk. 


Send for Free Executive Portfolio 
“INDUSTRIAL COLORADO” 


Newly revised 9-booklet portfolio with 
up-to-the-minute data on Colorado’s 
industrial sites, assets, opportunities 
and weekend vacation wonderlands. 
All inquiries held confidential. 


COLORADO DEPT. OF DEVELOPMENT 
25 STATE CAPITOL * DENVER 2, COLO. 


(Circle number 128 for more information) 
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New products 


FOR THE MANAGER AND HIS STAFF 


NOISE CONTROL 


Special housing booth 
deadens noise of office machines 


Special enclosures to silence 
noisy office machines are available 
from Industrial Acoustics Co., Inc. 

Called Noishield Acousti-Clos- 
ures, the units control equipment 
noise at the source. Models are 
available for table mounted ma- 
chines, such as adding machines 
and typewriters, and floor mounted 
equipment such as Teletypewriters 
and card sorters. 


For an illustrated booklet on 
these machine enclosures, circle 
number 252 on the Reader Service 
Card. 


COMMUNICATIONS 


New, improved unit for sending 
handwritten messages by wire 


Telautograph Corp. has improved 
its communication equipment for 
transmitting handwritten messages 
to remote locations by wire. 

Until now, the sender had to 
write his message with a stylus on 


“4 


As simple as writing a memo, user can 
flash written messages 50 miles away. 


a metal plate. This awkward ar- 
rangement has been eliminated. 
The sender can now write directly 
on paper. In fact, the new Tel- 
autograph unit can produce an 
original and three carbons at the 
point of transmission, with an iden- 
tical copy appearing at one or many 
distant receivers. 

At present, transmission is lim- 
ited to about 50 miles. However, 
with a new telephone soon to be in- 
troduced by International Tele- 
phone & Telegraph Corp., it will 
be possible to send handwritten 
messages by wire throughout the 
world. 

The latest Telautograph sending 
unit has been designed down to a 
size of only 12 by 12 by 5% inches. 
The company reports that its units 
can be leased and serviced for as 
low as $20 a month. 


For more information on hand- 
written wire communications, circle 
number 254 on the Reader Service 
Card. 


CUSTOMER RELATIONS 


Send lighthearted cards 
to fit any sales call situation 


Here’s a new tool to help sales- 
men further cordial relations with 
prospects and clients. A series of 
five humorous cards have been de- 
signed by Exclusive Creations, Ltd. 
They fit almost any selling situation. 
Each can be personalized by simply 
inserting a business card in the slots 
provided. 

One card lightheartedly paves 
the way for a sales call. Another has 
a rib-tickling thank-you for an in- 
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greeting card reminds customer that 
alesman called while he was out. 


terview. One is designed to amuse 
long-time customers; another ex- 
presses thanks to a brand new cus- 
tomer. 

The series was designed and il- 
lustrated by Cartoonist Stan Fine, 
familiar to Esquire and Post read- 
ers. 

Fifty cards, in boxed assortments 
or individual designs, cost less than 
10 cents each. 


For a free sample card, circle 


number 233 on the Reader Service 
Card. 


ELECTRONICS 


'roduction control network 
lashes downtime 


A new production telecommuni- 
ation control system is being mark- 
ted here by the Farrington Manu- 
acturing Co. 

Called the Productograph, it is 
lready automating production con- 
rol in more than 200 European 
ants with noteworthy results. For 
nstance, average downtime at a 
srundig plastics plant in Germany 
ias been cut 86% after three years of 
peration under the system. 

Here in the United States, both 
Tolo-Krome Screw Corp. and Con- 
ecticut Bending & Stamping works 
eport a 22% reduction in downtime 
fter a year’s operation under the 
ystem. 

Nerve center of the system is the 
onsole receiver which automati- 
ally and instantly tallies operating 


conditions and output of up to 200 
machines. 

Impulse transmitters relay contin- 
uous production data to the console 
center. Operating speeds, output, 
downtimes and stoppage causes are 
automatically recorded audio-visu- 
ally on a graph and sound tape at 
the control center. 

With Productograph as a constant 
monitor of precise operating condi- 
tions, the production contro] man- 
ager can plot schedules, anticipate 
downtimes and route supply mate- 
rials and manpower. 

Output of the system can also be 
fed directly into accounting equip- 
ment. For instance, incentive pay 
can be computed directly from 
data recorded on the Productograph 
console. 


For technical details and applica- 
tions for this advanced production 
control system, circle number 217 on 
the Reader Service Card. 


lere, Productograph console monitors every second of the manufacturing cycle 
f 40 machines at Connecticut Bending & Stamping Works. 
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estab- 
experienced 
program for management per- 
sonnel to keep pace... 


Mid-America’s famous, 
lished, official, 
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CONTROLLER 

OFFICE SERVICES 
INDUSTRIAL RELATIONS 
MACHINE ACCOUNTING 
» PURCHASING 
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A GIGANTIC DISPLAY OF ALL 
THE LATEST OFFICE EQUIPMENT 
AND ELECTRONIC MACHINES 


The 18th Annual Midwest Sem- 
inar is co-sponsored by the Chi- 
cago Chapter of the National 
Office Management 
and Northwestern University. 


Association 


Clip and mail to OMAC, Dept. MM-2-61 
Office Management Assn. of Chicago 
105 West Madison St., Chicago 2, Ill. 


Please send me details of the Chicago 
Seminar and Business Show. 
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How to stop your job from killing you 


getting up in the morning with the 
idea that you're going to take off ex- 
cess pounds because your health 
depends on it. 

It doesn’t mean you have to start 
eating like a sparrow. It may mean 
cutting down from two to one choc- 
olate malts a day—or a week. One 
highball before dinner instead of 
two. Not necessarily trimming all 
the fat off a steak, but trimming off 
half of it. 

People make dieting complicated, 
or mysterious. It isn’t either. If you 
are conscious of wanting to lose 
weight, youll do it. I don’t believe 
in going through life with your 
nose stuck in a diet sheet or a cal- 
orie chart. All you need is common 
sense, nothing else. 


Q. What about crash diets? 


A. Crash diets are, to say the least, 
silly. They are seldom if ever 
necessary. I say, if it took you 10 
years to accumulate a spare tire 
around your middle, why try to 
take it off in 10 days? What’s the 
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continued from page 37 


‘“‘live a day at a time. Emphasize the immediate present and 
forget about the worries of the past and future.” 


hurry? Proper weight control isn’t 
a question of feast and famine. 
That can be dangerous. Sound 
weight control means finding the 
level of food consumption that will 
permit you to lose ounces and 
pounds at a slow but steady rate, 
then hold your weight at the right 
level. This proper food consump- 
tion level will change slightly if 
your activities change, and will 
probably decrease as you get older. 


Q. Isn’t some exercise necessary to 
keep your weight down? 


A. No, you don’t have to exercise 
to keep your weight down. You 
know, you'd have to walk 36 miles 
to walk off one pound. Id rather 
forego an extra ice cream sundae 
and sit in a hammock than have to 
walk those 36 miles. No, if you 
curb excessive eating you can bring 
your weight down and hold it down 
without exercise. 


YOUR OUTLOOK 


“Stop wondering and worrying 
about what other people think 
of you.” 


Q. Can the atmosphere a man 
works in influence his health? 


A. Yes, but there is something more 
important. A man’s environment— 
spelled with an “e”—is less impor- 
tant than his invironment—spelled 
with an “i”. In other words, the at- 
titude and philosophy you create 
within yourself is far more impor- 
tant than the situation that has been 
created around you. 

Above all else, develop the right 
kind of philosophy about your job 
and about your life as a whole. 
That’s one of the keys to keeping 
your job from killing you. 

It is perhaps a trite thought, but 
its nonetheless true that an exec- 
utive can eliminate much of the 
stress from his life by living a day 
at a time, by emphasizing the im- 
mediate present and _ forgetting 
about the worries of the past and 
future. That way you eliminate the 


burden of the “ifs” and you find 
a lot of anxiety disappears. More 
anxiety disappears when you are 
able to stop wondering and worry- 
ing about what other people think 
of you. 

By taking time to think out your 
own philosophy of life, you become 
a more natural person with honest 
humility and the ability to see your- 
self as being pretty insignificant 
when viewed in terms of the total 
scope of time and space. 


Q. In other words, don’t take your- 
self too seriously. 


A. That's important—a_ sense of 
humor. Sometimes it takes a trag- 
edy to cause a man to see himself 
in the proper perspective. Talk to 
a man who's had a heart attack and 
he'll often tell you he’s gotten smart 
for the first time in his life. “I've 
been here for six weeks,” he'll say, 
“watching that fly walk across the 
ceiling. It’s given me time to think 
I've been putting the emphasis in 
the wrong places, going after the 
wrong things. My whole outlook 
has changed now.” 

Often those vacations we were 
talking about serve the same pur- 
pose. They give a man time te 
think—to see things in a new way 
while he’s stretched out on_ the 
beach and the other fellows are 
struggling along in the office. He 
gets himself in focus; he sees tha’ 
he’s not indispensable and _ thai 
everything won't go to the dogs if 
he isn’t there banging away every 
minute. He discovers that he car 
be of more value to himself and hi: 
company if he isn’t tied up in the 
middle of things every minute 
Give me the relaxed executive anc 
you give me the efficient one. 

A man who gets too wrapped uy 
in his job can’t get along well witl 
others because he becomes too self 
centered. He becomes egocentric 
You can’t do that and be a gooc 
executive. A real executive has t 
take time out to understand othe 
people, know what their feeling; 
are, what their fears are, what thet 
anxieties are. On a long term basis 
you can’t be a good executive un 
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HAROLD A. SYKES, TREASURER of 
The F & M Schaefer Brewing Co, 


THIS NATIONAL SYSTEM paid for 
itself in less than two years. 


“Our ational System 
with Card Punch Couplers 


returns 61% annually ~.. 


on our investment 
—The F & M Schaefer Brewing Co. 


Since installing this National Sys- 
m, we have eliminated many steps 
ading to electronic data process- 
g. 

“Principally, we have eliminated 
anual card punching. As our 
ational Accounting Machines pre- 
ire records, the automatic Card 
inch Couplers simultaneously pre- 
ire punch cards for E.D.P. Fur- 
ermore, our National System 
itomatically verifies these records 
-without separate auditing steps. 
esults? Faster information... 
wer preparation costs. In addition, 


1°? 


Brooklyn, N. Y. 


our National System is extremely 
flexible. We use it in applications 
varying from Accounts Payable 
through Executive Payroll. 

“Best of all, our modern National 
System with Card Punch Couplers 
returns 61% annually on our invest- 
ment!” 


Treasurer of 


The F & M Schaefer Brewing Co. 


HE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


39 OFFICES IN 121 COUNTRIES + 
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76 YEARS OF HELPING BUSINESS SAVE MONEY 


(Circle number 138 for more information) 


Your local National represent- 
ative will be glad to show you 
this simple approach to effi- 
cient data processing. Phone 
him now—it could be the most 
profitable call you will make 
all year. 


*TRADE MARK REG. U.S. PAT. OFF. 


* 


ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 
ELECTRONIC DATA PROCESSING 
NCR PAPER (No Carson REQuireD) 
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PART TWO of this interview article will appear 
next month. In it, Dr. Steincrohn will deal with 


these topics: 


Pros and cons of executive drinking 


A way to get anew surge of physical energy 


How coffee can determine your wellbeing 


How your wife can guard your health 


What a complete physical exam includes 


When and how to retire 


Two symptoms that signal danger 


less youre a good human being, 
too. 


Q. This anxiety you mention—is 
that another word for fear? 

A. There is a distinction. Fear is 
sudden; it makes your heart beat 
faster and your mouth dry. Anxiety 
is a prolonged feeling of fear on a 
far lower level. 

An executive with anxiety is 
running scared in his job. He 
doesn't have the confidence to do 
what he thinks should be done and 
let the chips fall. This kind of 
anxiety, incidentally, is one reason 
why some executives refuse to take 
a vacation. They say they don't 
want to go away because they love 
their work, but if you talk to them 
long enough, they'll sometimes ad- 
mit that it’s really because they're 
afraid to leave. 

Another major cause of anxiety 
among executives is worry over 
health. Some executives have ac- 
tually destroyed their health by 
worrying over ailments which 
didn’t exist. They could have elim- 
inated all of their anxieties if they'd 
been willing to face the music and 
get a checkup. A man may have a 
slight murmur in his heartbeat. He 
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imagines it’s heart trouble, so he 
goes through life treating himself 
like an invalid; he literally worries 
himself sick with an imaginary ail- 
ment, when a checkup could have 
dispelled all his fears. 


SLEEP 


“A sleeping pill can do a world of 
good for the executive under ten- 
sion.” 


Q. Some executives can’t sleep 
because of their anxieties and wor- 
ries. What should they do? Can 
they just stop worrying? 

A. I’ve never told a patient to stop 
worrying, because none of us can 
stop worrying. Unless a man’s a 
moron, completely devoid of brains, 
he'll worry about his unresolved 
problems. 

It isn’t possible to stop worrying, 
but it is possible to worry less. You 
don’t have to let your worries de- 
stroy your sleep or appetite, or 
push you to excessive smoking or 
drinking. Again, it’s a question of 


developing the right kind of phi- 
losophy or outlook. 


Q. But suppose a man does suffer 
from insomnia even though he tries 
to worry less. What can he do 
about it? 

A. Many executives resist the idea 
of sleeping pills. They just don't 
like the idea or they are afraid the 
pills are habit forming. 

Under a doctor's prescription, 
sleeping pills for a week or so can 
do a world of good for an execu- 
tive under heavy tension. If he has. 
a tough problem and tries to: 
wrestle it day and night, his nerves; 
will become frazzled, creating; 
more tension. Sleeping pills can get: 
him over the rough spot. 

I emphasize that TVm_ talking 
about taking sleeping pills under ai 
doctor’s prescription only—and not: 
getting the prescription re-filled on: 
your own. Taken for a short time,, 
the right kind of sleeping pills willl 
not be habit forming, but taken: 
over a long period of time, they: 
could be. I've known executives; 
who have begun to depend ont 
them, and have gotten into trouble., 
Sleeping pills, like any other medi-. 
cine, must be handled with care: 
if they are to provide the most! 
good. 


Q. The sleeping pill at night and 
the pep pills in the morning? 


A. Right. But used properly andl 
without excess, sleeping pills cane 
do an executive a world of good. 
Let me make one more point 
about insomnia: if you can’t lick it,; 
join it. If you can't sleep, don't! 
spend the night wrestling with 
yourself—youll be a wreck the nexti 
day. It’s better to get up and read,, 
shave, or take a walk around thes 
block if necessary. You may feel! 
tired the next day, but not as tired! 
as you would if you fought with’ 
yourself all night. 


Q. What’s the minimum number off 
hours of sleep necessary for a busy; 
executive? 
A. Requirements differ. Some peo-) 
ple can keep their health for a life~ 
time with only six hours sleep 
night. The trouble is, when som 
people boast of needing only a little 
sleep, others think they should be 
able to get along on six hours too. 
But they can’t. A man has to deter- 
mine his own sleep needs, whethe 
it be six, eight or 10 hours. 


MANAGEMENT METHODS 


NEW ROYTYPE VISI-COTE STENCIL 


New Roytype VISI-COTE Stencil eliminates eyestrain. All re 
typing stands out with remarkable clarity. It can be read and , ROYTYPE, Royal McBee Corporation 
proofread without squinting or holding up to the light. ie 4 Westchester Ave.. Port Chester. N.Y 
Roytype VISI-COTE has extra strength for heavy duty. ; 

; ; Be dethirrs z ; ; Please have your ROYTYPE 
Sturdy plastic coating minimizes filling in type with wax— Recency orem 
reduces time lost for cleaning of type. Typists also save time Sample of your VISICOTE Stencil. 
making corrections, because no pliofilm sheet is needed. 


E> 


Roytype VISI-COTE’s new wet-strength base tissue takes the Mage! Name 
place of the ordinary cushion sheet. Gives you longer runs we j Title 
i 


and clearer, sharper copies. 


c 
Your Roytype Representative can show you how your office mea 


production can profit with VISI- bs A complete line of Address 
s : ~ business supplies... 
> , 
COTE. Why not call him? Fora R 0 YTYPE expert help... and the city ________Zone___State 
FREE sample, mail the coupon. fastest service, too. 
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ADVERTISEMENT 


Write for this free report on 


HOW TO SEIZE 
AN ALMOST OVERLOOKED 
BILLION DOLLAR MARKET 


If your business sells to business, this re- 
port may alter your entire marketing picture. 


Look at your marketing plans in the light of the explosively meaningful 
facts in this report: 


The report shows how a small fraction of the nation’s business firms buys 
the major portion of all the goods and services sold to business! 


These firms in this small group are not the giant companies. Instead, they 
are the 48,000 companies with between 100 and 1,000 employees. These 
middle-sized companies represent the single greatest undeveloped profit 
potential in the business market. 


This report shows how these companies are among the easiest for you to 
sell! They are big enough to have both the need to buy and the ability to 
buy an endless variety of things. Yet they are small enough so that usually 
only one or two key men in these firms make all the major buying decisions, 
and many of the minor ones, too. 


The full power of these facts is explained in this carefully researched re- 
port by Management Methods. The report is being offered without charge 
to top management executives of firms which sell to the business market— 
and to their advertising agencies and marketing advisers. Write on your 
company letterhead to receive a copy by mail. 


MANAGEMENT MAGAZINES, INC. 


Management Methods, School Management, Management Publishing Corp. 


22 West Putnam Avenue, Greenwich, Connecticut 
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rporate giving 
mtinued from page 48 


yu Can set up a payroll deduction 
an to ease the way for employee 
urticipation in charity drives. 
You can publicize worthy causes 
your own advertising, in house 
gans and on bulletin boards. 
You can contribute your own 
‘oducts to agencies who need 
em. You can donate your prod- 
ts as prizes for charity sponsored 
flles. 
Merchandise gifts to health and 
elfare agencies are particularly 
lvantageous. At a modest portion 
market value, you can supply 
aritable or educational groups 
ith needed materials. 
To spur community or employee 
mations, you can offer to match, 
yuble or triple their total contri- 
itions. As an example, Ford Motor 
0. this year is giving $2 for each 
of employee contributions up 
$2,000 for private schools. Since 
55, General Electric Co. has 
atched employees’ donations to 
eir alma maters. At IBM where a 
atching plan was started in mid- 
59, John C. Steers, manager of 
rporate support programs, reports 
ch quarter has swelled employee 
mations. Chase Manhattan Bank 
atches all employee gifts of over 
to any accredited school. 
Until just a few years ago there 
ere only a few firms with alumni- 
aployee matching plans. The de- 
ce has proved so successful in 
urring contributions that 105 cor- 
ations now have adopted varia- 
ms of the plan, the American 
umni Council reports. 


ivate versus United Funds 


Specialization in industry has 
en accompanied by a like special- 
ation in charitable organizations. 
hile this pinpointing of purpose 
lmittedly boosts number of agen- 
es and administration costs, it 
yes assure channeling of company 
fts to specific projects tailored to 
rporate aims and interests. Fur- 
er, specialization of philanthro- 
es gives assurance that funds will 
- spent by experts in the individ- 
1 field. Thus the donor will get 
e most for its money. 

To offset the swelling army of 
nd raisers in this age of speciali- 
tion, recent years have seen the 
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rise of United Appeals or Commun- 
ity Chests. This banding together 
of causes economically consolidates 
solicitation and distribution — of 
funds. Also, it offers small char- 
ities with few facilities and person- 
nel an efficient means to secure 
needed funds. 

A wide majority of companies 


(ase aniine soe a ey 


POINTS TO REMEMBER 
WHEN YOU DONATE 


1. Budget a definite sum 


2. Handle it through a com- 
mittee 


3. Set guides to measure 
worthy charities 


4. Spell out charitable areas 
in which you are interested 


5. Determine how much is 
enough 


6. Figure what you can give 
besides cash 


7. Weigh private vs. United 
Funds 


8. Make rejections polite 


9. Publicize your donations 


has supported this idea of one-for- 
all fund drives. For instance, 72% 
of companies with more than 1,000 
employees, questioned in one sur- 
vey, gave to the local Community 
Fund. This figure drops off to 50%, 
however, as size of the company 
decreases to under 100 employees. 

On the other hand, some com- 
panies bar “united” giving. To 
them lumped gifts obscure personal 
sense of participation and satisfac- 
tion, besides minimizing or omit- 
ting specific charities. 

Most givers acknowledge advan- 
tages of both joint and individual 
agencies by including both the 
Community Chest and selected, in- 
dividual causes in their contribu- 
tion list. 


Consider foundation benefits 
There’s a growing trend toward 


setting up company sponsored 
foundations, With a foundation, 
contribution activities can be 


handled almost independently of 
the company. 


Besides the funds, 


mammoth 


such as Ford, Carnegie and Rocke- 
feller, philanthropic foundations are 
being utilized by small, closely held 
companies. Besides _ facilitating 
company philanthropy, experience 
shows that foundations have a 
favorable influence on taxes and 
other company financial matters. 
A detailed report on foundation 
policies and practices, A Study of 
Company Sponsored Foundations 
by Frank M. Meadows, can be ob- 
tained from the Russell Sage Foun- 
dation, 505 Park Ave., New York. 


Make rejections palatable 


Of necessity, your company will 
probably have to turn down many 
appeals for donations. The number 
of fund raising agencies has sky- 
rocketed in recent years. There are, 
for example, a total of 275 approved 
charities actively soliciting funds in 
one major city. 

You can create goodwill—or ill 
will—by the tone of your rejection. 
Where a refusal is thoughtful, 
acknowledging worth of the cause, 
it can often reap more goodwill 
than a small contribution or even a 
large one given in a patronizing 
or resentful manner. 


Get full value 


A sound, adequate contribution 
policy can be the source of a con- 
siderable amount of favorable pub- 
licity. Despite this, most companies 
neglect philanthropy as a legitimate 
public relations tool. 

The general public, surveys show, 
has little if any awareness of the 
scope of corporate giving. 

Outside of top management, per- 
sonnel in many firms have no direct 
knowledge of company donations. 
Stockholders, too, are relatively 
little informed on the subject. 

To gain all the goodwill a gen- 
erous program. deserves, it’s up to 
you to tell these various groups of 
your gifts. Send news releases to 
the press. Translate what your giv- 
ing means in terms of benefits to 
the community, the public and to 
the system of free enterprise. Ex- 
plain your contributions in stock- 
holder reports and in your company 
house organ. 

Judicious publicity will enhance 
your corporate image as a good 
citizen and as a progressive com- 
pany. It will develop employee 
pride and build your reputation 
with customers and suppliers. ™ 
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"Slickest visual control...” 


... say hundreds of users. Entries 
made directly with marking pencil 
on a rolling “Mylar” sleeve which 
moves with time, bringing deadlines 
constantly closer. Entries easily 
erased with the swish of a cloth. 


Send for FREE GUIDE 
to Control Methods 


with full-scale, sample chart section 


Shows how -Rol-a-chart controls 22 different 
items: orders, production, data processing, 
maintenance, dispatching, 
sales, etc. Also expert 
consultation service with 

no obligation. 


Reb a- 


Conley, Baltzer & Steward 
494 Jefferson St., San Francisco 


(Circle number 147 for more information) 


FIRE and BURGLAR 
PROTECTION 


That Insurance Can‘t Buy 


SCHWAB 


Insulated Products 


83 million dollar fire losses in one 
month! Are your records and val- 
uvables safely protected? 


Bankruptcy or 
Certified Protection? 
Sad but true, 4 out of 6 firms losing 


their records in fires never re-open. 
Schwab’‘s complete line of safes and 
insulated files has protected users 
against losses for over 88 years. 


Better to be 
SAFE 
Than Sorry 


Send for this FREE 
booklet, ‘How to 
Get Safe Pro- 
tection,” without 
cost. 


SCHWAB 


Safe Co., Inc. 
Lafayette, Ind. 


(Circle number 150 for more information) 
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Offbeat hiring 


continued from page 43 


a real sensation as far as Servo was 
concerned. Reports even told of en- 
gineers taking the record to work 
to play for other engineers. 

With production, narration, press- 
ing and the agency’ creative 
charges, cost of the record was 
$3,600. 

Included with the record mailing 

was a data sheet for engineers giv- 
ing details on how the record was 
cut and the type of equipment 
used. A printed invitation to ar- 
range for a personal interview 
rounded out the package. 
Profit sharing booklet. Final across- 
the-board mailing, sent two weeks 
after the jig-saw puzzle, was a 16- 
page booklet entitled: “It’s all 
yours: facts about your Servo Profit 
Sharing and Benefit Plan.” The 
booklet was attractively designed, 
and easy to read. It provided sim- 
ple, short answers to common ques- 
tions about profit sharing. Total cost 
of the booklet was $2,700. 

The mailing included a second 
offer of the hi-fi record and, again, 
an invitation to contact Servo’s per- 
sonnel director. Mailing cost, in- 
cluding agency fees, was $1,000. 


A typical reaction 


But how did this campaign ap- 
peal to Servo’s “prospects”? Here’s 
one typical reaction, from an engi- 
neer Servo hired. 

“As I remember, the approach 
[jig-saw puzzle] was a teaser. I was 
intrigued enough to open the en- 
velope. When I first saw the puzzle, 
I thought it was a little childish. 
However, my wife and I were curi- 
ous enough to put it together. I 
didn’t request an interview then, 
but I did send for the record. 

“As far as ’m concerned, the rec- 
ord was the real salesman. It gave 
the kind of information I wanted to 
know about the company. It also 
fascinated me technically. Frankly, 
I didn’t believe a square wave 
could be cut on a record, so I 
checked it off on a scope to see. I 
was impressed by the clean square 
wave I saw. The record prompted 
me to call for an appointment. 

“Later, when I saw the profit 
sharing booklet, it reinforced my 
earlier decision to go with Servo.” 

Did Servo live up to the promises 
it had made about itself? As this 
engineer recalls, “They stated their 


case honestly. There was no over- 
statement anywhere along the line.” 


Employee reaction 


Servo employees did not view 
this “blitz” recruitment as a threat 
to job security. 

Says one senior engineer, “We 
needed help badly. We welcomed 
this vigorous effort to obtain addi- 
tional engineers so that we could 
meet our growing commitments, 
And several of us here were hon- 
estly intrigued by the novelty and 
ingenuity of the program.” 

This program was also useful in 
strengthening employee relations. 

While Smith, Winters, Mabuchi, 
Inc. was gathering information for 
the recruitment campaign, it learned 
that an internal communications 
job had to be done, too. Few em- 
ployees knew the specific details of 
the profit sharing plan. 

That’s because the details of the 
plan were first presented to them 
in a forbidding-looking document, 
with technical terms that were hard | 
to comprehend. 

The booklet, on the other hand, 
gave pertinent information quickly, 
clearly and concisely. 


Why use this method? 


Servo Corp.—with an original! 
approach to hiring—netted 30 topt 
flight engineers in one of the coun-- 
trys tightest hiring markets. The: 
return on recruitment “ads” was: 
high. The cost was low. 

Recruitment is a thorny problem.. 
Most companies face it with some: 
misgivings. Usually the need is: 
urgent, the time is short and the 
money is limited. And, many firms: 
use the same orthodox approaches.. 
It’s tough to stand out individually, 
and the competition is fierce. 

Here are the key steps Servo 
used to set itself apart. | 


@ Developed a profile of the man iti 
wanted. 
@ Pinpointed an area where there! 
was a wealth of this kind of talent.: 
m@ Used directories to find theses 
men. | 
@ Used an unorthodox approach tot 
contact them. | 
@ Appealed to their 
interests as people. | 
@ Tied the campaign to timely; 
event of interest. 

Practically any company—regard- 
less of size or type of operation- 
can use this kind of technique t 
capture the talent it needs. ™ 


“<< 9 95 
prospects” 

/ 

| 


MANAGEMENT METHOD 


Acvertisers 


\ddo-X, Inc. 
jutnar-Office 


tddressograph-Multigraph Corp. .............. 
sriswold-Eshleman Co, 


American Building Maintenance Co, ...... 
tichard N. Meltzer Adv., Inc. 


kmerican Telephone & Telegraph Co. ......... 
JY. W. Ayer & Son, Inc. 


\merican Type Founders 
Jouglas Turner, Inc. 


RuantiOn@oasts gine allroad) sseieleie eee. ade arate 
‘ucker Wayne & Co. 


3ankers Box Co. 
"rank C. Jacobi Adv., Inc. 


foeen-Presto Div., Siegler Corp. ...¢........- 
“ed Gravenson, Inc. 


Yharles Bruning Co., Inc. 
Vade Adv., Inc. 


Jurroughs Corp. 
Jampbell-Ewald Co. 


Jalculagraph Co. 


Jarpenter-Proctor, Inc. 


Molorado Dept. of Development .............+- 
Villiam Kostka & Assoc., Inc. 


Jolumbia Ribbon & Carbon Mfg. Co. ......... 


. 


}. M. Freystadt Assoc., Inc. 


Yiebold, Inc. 
‘rease & Shorr Adv. 


Yryden-East Hotel 
Yaniel & Charles, Inc. 


‘riden, Inc. 
lichard N. Meltzer Adv., Inc. 


sraphic Systems 
aswell Adv. 


sulf Winds Vacation Apartments 
Ifred L. Lino & Assoc. 


faloid Xerox Inc. 
lutchins Ady. Co. 


Tamilton Cosco, Inc. 
laldwell, Larkin & Sidener-Van Riper, Inc. 


‘ slltjes Telteiate) ACfOs obra eco ree coe oe Pete aecee 
ribney & Barreca Adv. 


lertz Corp. 
jeedham, Louis & Brorby, Inc. 


lowe Folding Furniture, Inc. 
awrence Peskin, Inc. 


’. Howard Hunt Pen Co. 


obert S. Kampmann, Jr., Adv. 


elley Co. 
faercklein Adv. 


abor Pool, Inc. 
Irving Stupka, Adv. 


eopold Co. 
iddle Co. 


fanagement Magazines, Inc. ......... SIS PR SECIERG 
Pmacement Publishing Corp, ...:............ 


femo Flex Div., Garrison Machine Works, Inc. . 
enny & Penny Adv. 
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New HOWE Mobil-Matic 12” folds 
and rolls away in 3 seconds. 


= seconds ago this 
conference room did not exist! 


You, too, can make a conference room appear or 
disappear this quickly. All you need is this new 
HOWE folding table and a little floor space. 


Ever increasing costs and constantly changing needs have turned 
many efficiency-minded firms to multi-purpose space use. 

The new HOWE folding conference table, the Mobil-Matic 
“12,” was designed with this in mind. The Mobil-Matic “12” is 
functional in every detail. It seats 14 comfortably. The counter- 
balanced spring tension and synchronized action of its patented 
understructure make it easy and safe to open or fold in just 3 
seconds. Folded, the Mobil-Matic “12” is rolled away smoothly 
on 4” swivel casters. Because it measures just 14” folded, it 
stores against the wall, barely protrudes into the room. 

For all its functionalism, the HOWE Mobil-Matic “12” sacri- 
fices nothing in the good looks department. Its top and edge are 
marproof, patterned Formica. (For those who prefer, an ano- 
dized aluminum-edge model is also available.) 

To keep the unit bright and fresh-looking, the entire under- 
structure is plated with rustproof Cadmium. 


Custom Division 


HOWE FOLDING FURNITURE, INC. 
1 PARK AVENUE, NEW YORK 16, N.Y. 


POIRIER OCIS SI Se Iii Ia 

' 
‘ FREE! Just fill in and mail the handy coupon and r] 
1 you'll be sent illustrated literature free on the Mobil- ; 
: Matic ‘‘12”’ and other HOWE folding tables. Act now. 1 

‘ 
‘ Name 1 
1 t 
Ag beep - eae - 
! 

i] 
: CC —————————— One State 1 
(a yee ee aia as pe a 

(Circle number 160 for more information) 


AGE 
_ RECORD 
S) STORAGE 


3 
STORAG 


ALL YOU NEED TO KNOW 


ABOUT RECORD STORAGE 
IN 2 FREE BOOKLETS 


Send for your FREE ‘Manual of 
Record Storage Practice” telling you how 
long to retain or destroy business records. 
It outlines an easy-to-do storage plan 
for inactive records. 

With the Manual we will send our New 
Catalog on Record Storage Filing Equip- 
ment. Learn the facts that every business- 
man should know about record storage. 

Clip ad to your letterhead and mail to: 


Record Specialists Since 1918 
2607 N. 25th Ave., Franklin Park, If. 


(Circle number 103 for more information) 


Notes grease penciled on the ex- 
truded clear plastic Memo Strips*. 


Desired columns laid out using ad- 
hesive striping tape. 


UNIQUE \” 
VISUAL CONTROL | 


MEMO FLEX,* the new visual con- 
trol/scheduling board that is easy 
to use, flexible and low in cost. 
Tells you at a glance where 
things stand, where trouble may 
be developing. A visual picture 
of concise details, a constant 
spur to action. Easily kept active 
and accurate, it saves time and 
trouble wherever simple, effec- 
tive visual control is needed. 
Every unit comes complete 
with all the elements for the 


Column title headings made up using 
adhesive letters. 


k hk seca 


user to create his own custom Meme Strips* slide Upmandnaenn 


layout. Only $49.50 F.0.B. Plant. snap in and out for easy arrange. 
Literature on request. ment. 


Memo F'le x ‘dwWsi0n —y* ‘ 
515 Bannock Street, Dayton 4, Ohio 


National Distributor QuesTronics Division, Chicago 6, III. 
* 
TRADE MARKS OF THE GARRISON MACHINE WORKS. INC., PAT’ D. PEND. 


(Circle number 106 for more information) 
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Moore: Business Forms, Inc... 1+ sisels oislolelsiclslelelsiele lel ON 
N. W. Ayer & Son, Inc. 


National Cash Register Co. 

McCann-Erickson, Inc. 
Business Machines .......-- o eibia be wha: pievelene «DiS ee Rta 
Paper ¢h(csatenventas teenie sie oie 0 sieijeue, Ope 6 euele, ce to ean 


National Truck Leasing System 2... <1 «sl «l« siclelcle eelelo meg 
W. S. Kirkland Adv. 


New York State Dept. of Commerce .......+2-eeee006. 4 
Batten, Barton, Durstine & Osborn, Inc. 


Office Management Assn. of Chicago ......esccccoeees 1 


Oxford Filing Supply Go., Ine: 2.4% 21+1le cls cle/elelsic stistone mmm 
Kelly, Nason, Inc. 


Peterson; Howell & Heather, Inc. ......cccssoscccccee aU 
Emery Adv. Corp. 


Philco Corp., G. & I. Groupi\.er. b 400 oe oo eicve wieletet ae” 


Maxwell Assoc., Inc. 


Phoenix Mutual Life Insurance Co, 3... «1c +c cls le slcleiels/snenne 
Batten, Barton, Durstine & Osborn, Inc. 


Photorapid «Corpse eee celia o 0 vie 610. elald.e otaletereraets terete mn 
Wade Adv., Inc. 7 


Photostas Conp seen « Siseroiase idles wists sietele eletareletateiammnea™ 
Lambert & Feasley, Inc. 


Pitney=Bowes) inCreate on ele c's Sisie lerevsie alle blotete taceiae ora 
L. E. McGivena & Co., Inc. 


Prentice-Hall incessant ee o tie eldole siete cle s'eleiee = a ahele ee 
Albert Frank-Guenther Law, Inc. 


Radio Corp. of America 
Al Paul Lefton Co., Inc. 


Reynolds: & Reynolds Co! <...e'a cles siciele oles sleletercteicieta ane 
Weber, Geiger & Kalat, Inc. 


Rhode Island Development Council .....0..c.scecccte eet 
Fern & Assoc. 


RolA=Chants Diver series oie 60 0.0 66 eels 6 eieictare a stelerelele nC 


Conley, Baltzer & Steward 


Royal McBee Corp. 


Data Processing ...... 6s Se 0 oe sake seteelsie ele e-o)nierel ana 
C. J. LaRoche & Co., Ine. 
Royty peu aoa ane ale, o/6)'81 4,00 0, elecese Be.) steve olcter eeeen 
Young & Rubicam, Inc. 
Roylaxviwreo. one cee diss 0:6 6. eieis e sleisieicve ete ehatete ett nnnEnn 
Young & Rubicam, Inc. 

Royals Metall Mifcac@omeeeeei terete < llelsie 0 e.e o'eleteie cee 


Chirurg & Cairns, Inc. 


St. Petersburg Chamber of Commerce .......... 7 o.s ee TS | 
Alfred L. Lino & Assoc. ; 


School Construction Services, Div. School Management 
Magazines; Inc)... cfeensmteaieteele hie on koe etait eee 


Schwab Salem Gowen eee caterer Sore eesiotanensaete : 
Earl Beam Adv. 


Service Corp. of NACM « «2.1... « .\ «cles sisters cies diene 


Shaw=Walker Go meee 4 sila’ o.v0) ehaiie liapdrelcelelel aie oie eielereet eet eamanan 
J. Walter Thompson Co. ; 


Standard Packaging Corpy sce eecioieeeee eee eT 
Smith, Hagel & Knudsen, Inc. j 


thomas. CollatorsselnChaeeines eee eee ee 

Douglas Turner, Inc. 

United) Ain Lines 5-5. 5 sees vesccscoecn=inside frontmcenman 
N. W. Ayer & Son, Inc. 

United) Van) Wines) -senee i Goi. aiove eleven eho erste ors ro oa ee 


Kelly, Zahrndt & Kelly, Ine. 


Williams & Anderson Co.-.... ices osee oe ele cen eee 
Horton, Church & Goff, Inc. 


Wilson Jones Co. ...... 
Al Paul Lefton Co. 


MANAGEMENT METHODS 


HOW 
DID THE 
GIANT JANITOR 
GET 
THAT WAY? 


Start with an idea: contract janitorial service based on professional supervision of 
the work, and bulk purchase of supplies. Then go out and apply it. 


If the idea is good (if it really serves the customer) then there’s a chance to get big. 


We started fifty years ago with little more than a couple of brooms and a mop. 
We’re still good at our business. Our original idea is still solving problems and 
saving money for the people we serve. And we’re the biggest in our field 


AMERICAN BUILDING MAINTENANCE CO. 


CELEBRATING 50 YEARS OF OUTSTANDING JANITOR SERVICE 
SERVING MORE THAN 40 CITIES THROUGHOUT THE U. S. AND CANADA 


ADDRESS INQUIRIES TO 335 FELL ST., SAN FRANCISCO 2, CALIF. OR CONSULT YOUR TELEPHONE BOOK 
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.makes copies 


on ordinary 


imension 
Office 


~ Copyin 


So superior is the quality of repro- 
duction on a XeroX® 914 Office Cop- 
ier that copies often look better than 
the original. And it copies anything— 
production orders, bulletins, reports, 
drawings, engineering data, news clip- 
pings, letters—onto ordinary unsensi- 
tized paper. 


What do users say about the new XeroX 914 
Office Copier? “Can't say enough nice things 
about it... Worth half a girl more” (food 
packer). “Vast improvement over anything 
else./Does 50% more work than five other ma- 
chines” (fruit company). “Fabulous. Has re- 
placed five copiers in our organization” (plas- 
tics manufacturer). 


(Circle number 107 for more information) 


OFFICE COPIER 


If you now spend $50 or more a month for 
copying supplies, a XeroX 914 Office Copier 
can reduce your copying costs and speed your 
paperwork production. For complete informa- 
tion, write Haloid Xerox Inc., 9X-186 Haloid 
St., Rochéster 3, N. Y. Branch offices in prin- 
cipal U. S. and Canadian cities. Overseas: 
Rank-Xerox Ltd., London. 


